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FOREWORD 



f/plon-jfion of 'y^arketin^ Service] C.jreer. is a Distributive 
ridiJCat-Vf: offering ,vnicti is desir;ned as a semester unit of 
iost: jcnor^ the middle or junior rngii sciiool level. It repre- 
serr?5 tr-e second phase of a corpprehensive pre-vocational 
career program. 

Tfiis course is one of the elective course^in Distributive Edu- 
cation dfisi^',ned as Ji follow-up to. ••Orientation to Marketing 
Careers." it provides ^he student with an opnortunity to ex- 
plore tn'greater depth, the varied career opportunities avail- 
abl^^ witfun rnarket-ng service industries. 

!n this off f'r,-u^,. tiie student is made av;are of the broad field of 
marketinjujctivttiesand the careers available to him within the 
various mAketiru^ service institutions. He 'las an.opportunit^ 
to *^xpetiencejhe tasks performed by marketers througl^ 
' tujnds on activity" projects. 

This ciirnculum ^u»de is divided into two major sections: The 
Teocher's Guide Section and t'.ie Student Materials Section. 

TUe Teach^'-r's Guide Section iseornposedof twelve units. The 
ti s; fHeven units cover the content of the course. The twelfth 
unit called SPECIAL ACTIVITIES contains materials wfiich 
may he used throu^;f^out the course. 

F'Kh of the eleven uriitsfor th^ teacher is separated intotfiree 
are IS. ^ * , ' 

UNIT overview: 

EVALUATION KEYS 

LEARNING ACTIVITIES 

Each unit overview includes: a competency statement, per- 
formance objectives, concepts-developed, suggested equip- 
ment, recommended matenaf^. consumable supplies needed, 
and special resources. 

The evaluation keys which follow the unit overview reflect the 
answers to tiie Scene and Survey Evaluation Instruments 
found in the Student Materials Section. 

riie L«?arnin;.; Activities area of each unit contain:, group and 
individual learriirn; activities for each performance objective, 
as well as sper.ial media rtpphcable to each objective and its 
spt of learning' activihes 



The student materials section is composed of^three areas in 
the following order; 

STUb^NT HANDOUTS 
EVALUATION INSTRUMENTS 
SPECIAL RESOURCES 



At ihe completion of this Exploration of Marketmg Services 
Career, offering, it is anticipated that the student will: 

demonstrate an awareness of the major marketing ac- ' 

■ tivities and the vast number of opportunities available 
to him within the brOad field of marketing services 

relate the importance of marketing in the economy and 
' ' the value of .he tasks performed within the marketing 
service occupations 

reflect an understanding of the rol/marketing service' 

■ ■ ■ personnel play in the distribution of goods and services 

f rom the producer to the consumer or business user 

display an awareness of carreer development patterns 
• ■ "rom entry level to th^anagement/spec.al.st hve of 
occupations in marketing service institutions; .dent fy 
mitial career goals and Jfci-.es and assess hem accord- 
ing to careers in marke; -g service industries 

... exnibit a better understanding of his self-identity and 
the role he may assume in society. 
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INTRODUCTION ' ' ' , • 

« 

This Exploration of Marketing Service Careers guide has been developed around 
fourteen types of marketing service industries. Most of these areas have been handled 
in a separate unit. A few have been grouped. together.^ 

The first unit is intended to give4he student an overall viev^ and understanding of 
the channels of distribution and th^ major marketing functions v^hich occur through- 
out thechannelsinall kindsof businessesand industries, includingmarketing service 

institutions. In addition the first unit, "Making It InTVIarketing Services." describes 
fourteen types of marketing service businesses and -elates how the eighi major 
marketing functions are-perf ormed by personnel within all of them. 

Within each Unit Overview of the teachex's guide section, you vviil find the following 
components in this designated order;- 



TEACHER'S GUIDE SECTION 

c 

Within each Unit Overview of the teaci *s guide section, yuu will find the 
following components jn this designated order: 

1. Compefenc/-'-an overal'^ statement of what the :§v.udent is/expected to attain, 

2. Performance Oijyecf/Ves— specific steps which the student should accomplish 
in the sequential order that he shou!d perform them. For example, '.he first 
objective will indicate the beginning or knowledge level at which he should 
demonstrate proficiency be^ Jre corUinuing to a higher level indicated by the 
second objective. 

3. Concx^ptssn overview of the major ideas or content that is suggested for that 
unit. These have been identified in th^ order whtoh would most likely be used to 
efficiently cover the learning unit. 

4. fQu/pmenf-~>suggested audio-visual. 2quipment orfurnituretobeusedwiththe 
!<.arning activities of that unit. 

5. /Wafer /a/s— recommended audio-visgal and printv^d resources which are con- 
gruent with the umt and which have been reviewed by distributive educators to 
ascertain their value for the given unit. 

6. Supp//es -consumable items which are basic to the effective development of 
the suggested learning activities in the unit. 

7. Special Resources -^XUer recommenc'ied resources which woifld be helpful, if 
available or possible, including commercial games, field trips, and speakers. 
Special Student Handouts contained within the guide are also identified here 
by numbers. 
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Following each unit overview are.-the Evaluation Keys which contain answers for 
both the pretest (Scene) and post-test (Survey) evaluation inst^ments in the unit 
The Learning Activities suggested include grQupanfl" individual learning, experi- 
ences and projects presented in the order ir> which they should be used according to 
the objectives. The group ana individual activities especially designed for the begin- . 
ning level of learning stated ir^the first objective are placed at the beginning of the . 
activities area. Group and individual activities corresponding to the next level of 
learning indicated by the second objective would follow, and so on. 

Special Media includes recommended audio-visual materials, printed resources, • 
and commercial games which would enhance student interest and understanding. 
These are materials reviewed and or used by Pre-Vocafiortal Distributive Education 
teachers. ' , 

The Special Activities unifprovides guidelines and forms which may help the • 
teacher develop and implement special events ol^ activities for greater effectiveness in 
teaching students in the middle grades. These may be used throughout thp course. 

STUDENT MATERIALS SECTION 

The^student materials section of the Exploration of Marketing Services Careers 
guide incitjdesthree divisions: student handouts; evaluation instruments, and special 
resources. ' , 

1. Student Handouts —"information sheets, special activities, student projects 
numbered fn the order suggested in the learning activities area of the teacher's 
guide section and ^hich are designed for easy duplication. 

2. Evaluation Instruments — measurement items to ascertain the student's com- 
petencies before he begins a unit and evaluate his .-performance following the. 
completion of the learning activities. Each pretest and post-test evaluation 

. instrument o! a unit contains a test item designed to evaluate the level of 
learning sffecified by each performance objective. 

The eva>wation instruments have been given names other than pretests or* 
post-tests to assist the tea( her in creating a positive atmosphere for measure- 
rrient of the studef=!t's ability and progress. The pre-test instruments are called 
5cer»es.- Depending upon the unit, it may be e.rtitled. ''The Lodging Scene." 
"The Insurance Sjpene," or **The Transportation Scene." 

The postrtest evaluation instrument is called the Survey. Like the scenes, each 
unit has an evaluation instrument identified by a c!ue term and the word 
' '^survey." Some examples of these include. "The fleal Estate Survey," "The 
Banking Survey."- and "The Recreation Survey." 

. Each pretest Scene or post-test Survey has exactly the sa me number of test i^ems 
?s there are objectives for the particular unit. If the unit has two objectives, 
then the scene and Survey for the unit wiireach have two test items. The test 
items are numbered to correspond with the other of the stated objectives and 
the learning activfties. Thus, ttie first item on both the Scene artd Survey 
evaluation instruments vyillassessthe student's learning level according to the 
first objective of that umi. Likewise, the second test item will correspond to the 
second objective and the third test item would match the third objective of that 
unit. 

xii 



3. Speciar Resources — audio-visua) materials, resource publications, commer- 
*cial games, and orgaR.izat ions which may be helpful Jn teaching £xp/orat/on of 
Marketing^Ser^ices Careers. All of these have not been suggested within the 
teacher's guide section. Some resources are ►ncliirded that may be appropriate, 
but^havenot been reviewed.to ascertain tneir relativity to this offering. It should 
be noted that there are many other materials which" have^ been specifically 
Dmitted'because they are not appropriate for this learning level or they are not ^ 
acceptable for the marketing information content for marketing services. 

The Audio-Visual Materials incfude 16mm films, filmstrips, slides, tapes, re- 
cords, and transparencies. Ftlms are identified as in color or black and white. 
Filrnstrips are classified according to sound and cdor. If a filmstrip is in color, 
the word color will follow the filmstrip^title. Otherwise, it is in black and white. If 
the word sound doe's not followthe f ilmstrip title, the filmstrip is silent. Tapes 
are»dentif»ed.as reel. or cassette. Ai| slides are^in co^or. 

All of the Audio4/isual Materials are arranged in alphabetical order according to 
the material's title. Pertinen* information abOut the material follows, as well as 
the resource name. If the title jn.cludes a series of hiaterials, such as tdpes or 
slides, specific individual titles a.re .printed on succeeding pages under the 
resource's name. All audio-visual resources' names and addresses follow the 
materials listing for each reference. 

The Resource Publications include pamphlets, booklets, career briefs, comic 
books, books, and reference volur.,es. The title of a publication is listed in 
• aipha&tical order, followed by its publisher. If the publication is a series of 
units or briefs, a detailed list of specific^titles follows the alphabetical listing^ 
Th^-.Le publications with detailed listings have been identified with an asterisk* 
after the resources name. ^ 

The specific listings will be found on a succeeding page under the resource's 
name. J hoy} alphabetical listings with the asterisks which h 3ve detailed list- 
ings on succeeding pages have the resource's address printed on that page 
rather than within the general alphabetical list. 

Certain Corr?merc/a/ Games have been reviewed and used by teachers with their 
Pre-Vocational Distributive Education students. Some of these have been rec- 
ommended under Special Resources in each unit overview. A comprehensive 
list of these has been included directly behind the Resource publications list. 

lnadditloh,some/?esourceOrgan/zaf/onsand/;genc/es including professional, 
business, and educational organizations have been identified with names ^nd 
addresses to assist in the location of additional new materials. These have been 
listed in alphabetical order for easy reference.' 

It IS not expected that every teacher will use all of the suggested learning activities 
and materials contained in this guide. Some course offerings are scheduled for twelve 
wteks; others continue for a semester. Class periods extend for different lengths of 
time. A teacher will developactivities and n^.aterials to better meet the needs of his/her 

students. 
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It iS hoped that this curncuium guide //ill provide direction and assistance \o the 
teacher. In adtJition. the teacher^s encouraged to cover at least part of each unit, so 
that each studenT-mir^evelop an av\/areness of careers in alf mBrketing service 
indubtnes. Major concepts, sets of learning activities, as well^ as a pre-test and 
post-test item for each objective have bec^n incorporated into each unit to assist m tfiis ' 
task. 

A teacher ntay decide tu cover only a portion of a unit. In this case, he v^ould i^vork 
v;ith the student on^the iQformation and materials corresponding to the first oDjective 
of ttiat unit since t'h'S io the beginning tor knowledge level. The first objective, its 
learning activities, and its test itens must be covered before a 'J^tudent progress^o 
the second ob-ective and its mjtwrials. Like^wise, objectives. one and two must be 
satisfied befor& a student attempts the laarh^ng activities and eVi^luation items cor- 
responding to objective three. « . 

One cr more of the learning activities for an objective may be used. The group 
activities are specifically designed for a number'of students. The individual activities, 
however, may be used with an entire class of students working in^jependently or with 
one fndivjdua! student on liis own. Thus, a teacher might select onh group and one 
individual f^ctiv.iy to ust^ with a class of students. 
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Competency ^ , ^ . ^ 

Understanding of the major marketing functionsinvolved in all types of service mdustries and 
the roles which marketers play m service industries for the distribution of goods and services 
from the protjucer to the consumer or user^ 

- r • « 

i*''^w!tho!it assistance, the stadent wilt identify the 'major components in the channels ot^ 
distribution and arrange them in the correct order to show the most frequently us^ 
. channel wit~h 80=o accuracy, (knowledge)^ ■ 

-> Given f if teeh descriptions of marketing terms mcludingthe eight majoryharl^ting func- 
tions, the student will supply the appropriate term for eash descriptiorf,with 80% accu- 
racy. (Knowledge) \ j ' 

3 Given ten categories of service industries and ten examples of service businesses, the 
student will match the examples to the categories of service industries with 80% accu- 
racy. (Comprehension) 

4. Gi.'en ten marketing situations in service industries, the student will indicate the major 
marketing function involved in each situation with 80°= accuracy. 



?°""''!oods must first be produced. A orodvcer may be an extractor (farming, fishing, 
mining^ a converter (Oil. iron, sugar), or a manufacturer (cars, appliances, fuimture). 

0 Acc.nsu-7^er isone who purchaser goods and services for his use. not for resale to others. 
^ consumer may be an individual, organization, business, orjndustry. 

3 ^,nc- it is not usually practical for an individual consumer to purchase products directly 
frc-iiTits producer, he gerierally pur. lases his goods from a retailer or wholesaler. 

4 Ar-ta.'pr -s; lousiness which sells g-x ds anywhere to the individual consumer. Retailers 
ma^^y bJy thiir goods to resell direct!, from the producer, from a wholesaler, or from a 
special agent or assembler. 

5 rft-.-'psa/ers distribute merchandise between producers and businesses who purchase 
ooQds for ^«sa'^ or for busmess use. The wholesaler serves retail and wholesale mer- 
chants who resell merchandise, as well as industrial, institutional, and commercial users 
who use the goods for business operation. 

6 Sometimes ana^err orasse-D/er rep'-esents several producers in getting products from 



:ers to the .-.hciesa'e'S anc retailers. 



/' --r,.^, t)Li.- from and sen tc a:i nindsof businesses, as well ? 5 to consumers, 
'"'ese Vusl^esses ;5uch ss't-'ansportation and insurance} sell serjicesthat are needed 
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The various vvays m which products are distributed from the producers to the consumers 
are known as the channels of distribution. Tde most frequently used channel is: 

Producer , Wholesaler Retailer 

Service Industries Consumer 

Goods flow from the producerto the wholesaler, the wholesaler to the retailer, and the 
retailer to the consumer. Marketing services are involved throughout the distribution 
process. 

Marketing includes all the activities involved in acquiring and distributing goods and 
services for production, processing, business use, or personal consumption. 

DtstnbuUon includes all the marketfng activities which occur in t,.e-merchandising and 
supplying of goods and services. 

Eight major marketing activitiesx)r functions a^e involved in the marketing of all goods 
and services by all businesses: 

marKet'Pi^ research— ^nvoives the gathering of information so that marketing mana- 
gers can make souna decisions and solve marketing problems. 

standardization and grad/ng— mvolves setting values or limits for the goods and 
services, as well as the inspection and labeling to check conformity. 

t^^'wH^— supplies a business with the necessary materials needed for its use or resale 
to another business or^onsumers. 

* se'iir^—the process of assisting or persuading a customer to make a wise buying 
dec!S=on through personal contact or sales promotion materials. 

' transDcrtatcn-^oroy\6es the service q{ physically moving property and people from 
one iocatFon to another. 

s re '3^e-~ provides the time and space necessary to house merchandise until it is 
neeced tor industrial purposes or distribution to consumers. 

r'fns— are possibilities of financial loss to oeopie or property by unforesc-en or uncon- 
t'Ci'abie factors. 

^.-ranre— dea's »v:th funds necessary for business coerations arid customer pur- 
ct:ases- 

Va-^a^^e-e-^t se^.esastne cocrd'nat^' o* ail mari^et- ng activities and personneUvith:n a 
bus-ne-s- 

\y^^^- career c;:DC^.'c-n;t'es are a.aiJ^rre within the ten major categories of 

^: ::r-r^-.--s:eeD=-i^ ^:co— ::at:-:^"^s ;h:te!s. -ctels. Iroarding houses] 

'a I 
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food— prepared food and drink (restaurant, cafeteria, snack shop) 
f /nance— handle money matters (banks, stock exchange, credit union) 
/nsurance-~-tinancial loss protection (car. home, social security) 
Real Esfafe— land and building transactions (agencies, assessors, appraisers) 
Transportation --vnoyje people and property (planes, trams, buses, taxis) 
" /?ecreaf/on— entertainment and amusement (movies, parks, clubs) 
g^js/ness— special business needs (advertising, researcli, maintenance) 
Persona/— care of people and property (home, care, boat maintenance) 
Coniniunicatfon -verbal or written messages (telephone, telegraph, mass media) 

Equipment 

1. Overhead projector, production screen, chalkboard. 

2. Filmstnp projector, 16 mm film projector, stide projector. 

3. Cassette t-^pe recorder, record player. 

Materials 

1. F.;ms: "-fvlarketmg as a Career" 

"•Tell It Like it !s'" 

2. . Fiimstrips: "Discovery" 

"Job Opportunities Now" 

3. S-ides: "The World of ^'larketing and Distribution" 

-Understanding VVholesaiing" 

a. Career Opportunities: Varketmg. Susmess, and Cffice'^Specialists 
r.-zr.-^^-'r Rr/of-. Career Pubifcations 



12. Popeye and Careers Comic Books 

13. V^'orkirii; m a Servict* indw^try 

14. Your Job in D'Stnbuiton 
Supplies 

1. Posterboard. Construction Paper White Paper. 

2. Glue. tape, scissors, rubers, felt tip pens. 

3. Magazines, newspapers, journals, telephone directories. 

HResources 

L Student Handouts *1-11 

2. Commercial games: Monopoly, fc^asy Money 



THE MARKETING SERVICES SCENE - KEY 



1. Answers rr^ust be in the following order: 

1. Producer r 

2. Wholesaler 

3. Retailer 

4. Marketing Service Industries 

5. Consumer 

Any appropriate- drawing is acceptable. 

A score of 4 or BO^o accuracy on this test item will satisfy objective *h 



2. The follOAMng marketing terms snould be given: 



Wholesaler 

2. Producer 

3. Retailer 

4. Consun^er 

5. Research 



6. Buymg 

7. Marketing 
8 Risk 

9- Storage 
10. Fmance 



11. Selling 

12. Service 

13. Management 

14. Transportation 

15. Standardization 



if the student acn^eves a score of 12 correct answers or SO'^o accuracy, he will have demon- 
strated adequate p'^ofjctency o ' objective ^2. 

3. The buS'Presses should be identified as follows: 



S 1 



D 
r 



Tve-A ans.vers cr SOS acc jracy c- tms evaluation item by the student will shew 



E'ghtiBcc 
satisfactory u^d^?rsta^di^^g cbje^cti^^-e - 3 

4. TS-^ Situations ipvo'ved the foi^owir^ rr^rketAng activities: 



2- Standardization 



5. TransOv^tat . 



6. Storrrge 

Risk 
3. Finance 
9- Selltng 
10. Vana^c^rent 



1^ t-e st.den: a-^e-s5 s -uat-ons cc-ctiy for SOS ac:L.'3cyo- thisn-easu^err^ent iteir. he 



-e rf"^ r^rr^ance tor object. ve 



THE MARKEilNLJ TERVICES SURVEY - KEY 



1. Answers must be m the following order: 

1. Producer 

2. Wholesaler 

3. Retailer 

4. Marketing Service Industries 

5. Consumer 



if the student accurately identif ies4 of the 5 components in the above question, he will have 
displayed suff^c'ent knowledge for objective 



2. The foUowmg marketing terms should be given: 



1. Wholesaler 

2 Producer 

3. Retailer 

4. Consumer 

5. Research 



6. Buying 

7. Marketing 

8. Risk 

9. Storage 
10- Finance 



11. Selling 

12. Service 

13. Management 

14. Transportation 

15. Standardization 



A score cf T a'Plve correct ans/.ers for 80% accuracy on this item by the student wii! show 
satisfactory acco.'^phshment for objective ^2. 



The tuEi 


"esses should be 


1. F - 


6. E 


2. G 


7. D 


3- H 


■ 8. C 


4. 1 


9. B 




10. A. 



When tne student attains S ccrrect^rs^^ers 80% proticienc>. he ;vi;i ha.e indicated the 
necessary understanding ie^ objective -3. 

4. The S'tuat^cns in-'olved the tcMov,!ng marketing acti.'tttes: 



\'!3ri*et-r:t^ Research 
Standardization 

Se' ' ■ nC; 
Transcr^l^t 



6. Storage 

'7. Risk 

9. Se'iing 

LO. Management 



racv. t'~.e student v;i 
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LEARNING ACTIVITIES 



UNIT TITLE Making It In Marketing Services UNIT #1 OBJECTIVE #J 

Group ... Dop. 

1. Review with the students the major components in the channels of distribution: PRO- 
DUCER <^ WHOLESALER RETAILER ^ MARKETING SERVICE INDUSTRIES - CON- 
SUMER. Divide the class into five groups and give each of tham one of the five compo- 
nents. Ask each group to prepare fifteen questions about their component at three levels 
of difficulty, so that they have f ive easirr questions.f ive of moderate difficulty, and five of 
greater difficulty. Review all of the questions from the five groups, editing and^arranging 
all of them in three categories. Study the rules of the Stu'dent Handout #1: "CHANNEL 

' CHALLENGE" and review them with the students. Ptay the game activity as directed and 
reemphasize the most frequently used channel of distribution and its components at the 
end of the game. 

2. Write the following words on the chalkboard or overhead projector: Producer, Wholesaler. 
Retailer. Marketing Service Industry. Above each of the words, place a (•^) to the left and a 
{ ) to the right as shown below. 



Producer " .Vnoiesaler Retailer Marketing Service Industry 



Seiect t ao students to co:r,e up to the front cf the room. Have one student stand to the left 
of the board or projector to represent the ( - ) and the other student stand to the right to 
represent the ( ■ ). Ask the class how many of them would like to work for a producer and 
Ante that nu-nber above the plus sign over the word producer. Ask the class how many of 
th^*m A'ould not iike to ;vork *or a producer, and place that total above the minus sign over 
tne wcrd producer . Ask the class hew many of them did not vote and if they know why.they 
did not vote. Ask soTie students who voted yes ( - ) why they voted that way. Ask some of 
the students Aho indicated no ( - ) why they would not want to work for a producer. 
D:3cu$-. tvhat meant by.a oroducer including reference to the agricultural businesses, 
m^nin^; or^^'at-OPS. and manufacturers. 

Follow the same c^ocedure for each of the other three types of institutions: wholesalers, 
re^tai'ers. and marketing services. Select different students to represent the {-) and (-) 
poles and use t^e f oMow^n^ terms on the. board, overhead . or signs held by the students: 

PRODUCER iVHOLESA.U^ RfTAlLEP MARKETING SERVICES 

Periec'. i - ' A^nner {-] R^g^.t On {-) Super (-) 

Pooh ; s Aaste ( ■! R^pcft { - } ^ Strnke^ (-) 



Emphas'ze t^^e rc-ie ^^r:^ ^n^DO^arce each c* tfre comoonents in the channels of 
-e.'-rv, ^he C'de^ tr>e "lo-v of goods rn the most frequently used 




1. Give the student a copy of Student Handout ^1: 'Channels of Distribution-^-How We Get 
Our Goods." Explain to the student that the illustration shows the major component?, 
involved in the channel of distribution v^/hich is most frequently used. Discuss the mean- - 
jng of eah^ of^fhe terns: producer, wholesaler, retailer, marketing service industry, and 
consumer. 

Ask the student to collect pictures illustratingeach of the components. Have him prepare 
a poster showing the most frequently used channel of distribution/using the collected 
pictures around the correct terms in tne channel. 

2. Review the major components found in the ;nost frequently used channel of distribution. 
Give the student construction or poster paper, glue, scissors, ruler, string, coat hangers, 
and magic markers. Ask the student to build a mobile showing the five itT^jor components 
m the orde' m which they are involved within the most frequently used channel of 
distribution. Explain to the student Jhat he may use different shapes and sizes, such as 
circles, squares, arrows, etc. Hang the mobile from the coiling in the classroom. 

3. Distribute a copy of Student Handout ^2: ''Components^in the Channels of Distribution" 
to the student. Have h.im read the information and fill in the blanks on the page at the end 
of the material. VVnen he has completed the questions, discuss the answers with him, 
reviewing the order of the components in the most frequently used channe'. 

Special Media 

1. Films: "Marketing as a Career" 

"Tell !t Like It Is" 

2. ►^ilrpstrips: *'D«scovery'*' 

"•Job Oppo-'tunities Now" 

.3. Shoes: "The World of Marketing and Distribution" 
^, Ca'-ee- Opoortumttes: '."^arketng. Business, and Offfce Specialists 

5. Ca^-e^r Snefs, Careers Publicattons 

6. Caree''s and Opportumtfes m RetaUing 

7. Channels of DfStnbuton - 
8- Disco^'ery: Career Log. Scho\ast\c 
9. Encydopedia of Careers and Vocational Gufdance 

10. Your Job ^n Dfstnbut^on. pages 15-25 
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LEARNING ACTIVITIES 

UNIT TITLE. '/aA/n^' It in Marketing Services UNIT ^1 OBJECTIVE #2 

Group J . ^ 

1.. Place the foltowin^ .tst ot marketing terms op the chalkboard or on the overhead projec- 
tor: ■ 

Producer Marketing Selling 

' Wholesaler Buying Storage 

Retailer Marketing Research Transportation 

Consurner Standardization Market Finance 

Wlarketmg Services Marketing Risk Marketing Management 

EKplain to the students that you are going to give a clue for a marketing mystery term. 
State e;v.:f-. of the following descriptions and add the phrase. "What am 1?^' Have the 
students guess the term. Discuss each term with the stvd^nt and place a check next to it 
on the board after it has' been correctly identified. 

I act as a middleman in distributing goods from the producer to the retailer or marketing 
service industry. 

i develop the ongmal product as a farmer, manufacturer, etc. 

1 sell merch.>r*dise directly to tne individual consumer. 

I purchase goods to-^ my persona! use. not for resale to others. 

I gather rnformatson to assist m management deciston-makmg. 

! supply a busmess with the necessary materials, machinery, merchandise, etc. needed 
for i^s use or resale. ^ ^ 

i am all tne activities invo'^.ed m acqutrmg and dtstnbutmg goods and services for 
processing, business use. or persona! consumption.-". 

I am the possibil-ty of financial less to persons or property by unforeseen or uncontrol- 
lable facto'-s. 

! provide the time and space necessary to .house merchandise until it is needed for 
m.du^tnai use or distribution. 

Udea) Aith the funds necessary for a business" operation or a consumer's purchase. 
\ assist or persuade a customer to rr.ake a A'ise buying decision. 
' X I b^y goods from an Kmds of busmessesandseU services to businesses and consumers. 

I serw'e as a coordinator aT ma'^:ehng activities. 
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! physic;*lly move people and property from one location to another. 

1 set the values or limits for good:> and services, well as label and inspect them for 
conformity to the values. 

2. ExpLiui the directions to the game activity in Student Handout #3: "Marketing M.^tch/' or 
give each student a copy of the rules. Review each of the marketing activities, empii^siz- 
mg the meaning of each. 

Individual 

1. Distribute a copy of the Student Handout ^A: "Making It In Marketing" to the student. 
Have him read the matierial and answer the questions at the end of each section. When he 
rtas completed the assignment, review his answers on the sheets. Emphasize the eight 
major marketing functions and that they take place in all kinds of businesses. 

2- Give the student a copy of the Student Handout #5: "Marketing Crossword Puzzle** and 
have h.m complete it as directed. When he has completed the puzzle, check the answers 
Aith him explaining each term. Review the components in the channels of distribution 
and the order in which they are usually found. Explain the eight marketing functions and 
management giving examples of them m use. 

Special Media 

1. The .V'a'i:er/.^g S:orv 

2- CrrjDat-o'''< ^na Career's 

3. r -reeve ^r^:* Cj^'j-^'f Cs^'"''C Sock- 
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LEARNING ACTiViTiES 



UNIT TITLE Making It In Marketing Services UNIT #i OBJECTIVE #3 
Group 

1 . Make a transparency of Student Handout #6: '-Service is our Business" and make copies 
of It for each of the students if possible. Write the following categories of service 
industries on the chalkboard: 

REAL EST UE FOOD 

Finance lodging 
insurance personal 

transportation ' * ' business " 
recreation communications 

Ask students to guess which category of services is depicted by each of the illustrations. 
As each one is guessed, emphasize the distinguishing characteristics of that category of . 
ser.ice industry found m your local or nearby communities when possible. 

Some c^tegcnes of service businesses are not diustrated in the handout. Explain what 
each these means and have students give examples of each of them. Select some 
e«a mpies cf service ! ndustries and let students guess which category of services they are. 

2. D'Stnbute a copy of the Student Handout *^7: "Services Scramble" to each of the 
sT idents. A;:ov>. them to unscramble the letters and reveal the categories of service 
ncustnes. When the students have completed the puzzle, ask different students what 
thev th.nn each the te'-ms mean or give an example of that type of business. Emphasize 
the serv'ces c' each category of business. 

Assign each student one type of service business, such as radio or advertising agency. 
Prov ide them Aith copnes of journals, telephone directories, and magai:ines. Give each 
student the rest of the class ceriod to see how many names each can find for that type cf 
business- When possible have the students cut out illustrations they find. Give each 
student a sheet of construction Mper. Have them identify their type of service business 
at t^e top. Have t^em arrange the names andillustration:^ of the businesses on the paper. 
D^sDiay ai ^ of tnem around the room and let the class circulate around the room looking at 
them. 



individual 

1 Gr.e the :e3rner a copy of Student Handout ^8: "Making It In Marketmg Services- Let 
the student study each of the categories of service industries in the handout- Ask him to 
use t^^e ^ocai telephone directory to find three examples of each category of business that 

* are m-ertjoned m the handout. For those which he may have difficulty finding in the 
directory, ask him to think about one he knows. Examples for many will be found under 
di^^erent neadmgs. such as moteis for lodging. 
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Res/iew each of his examples with him and add to the list of examples that he has 
complied. Refer to some local service businesses and tr>eir locations in the community. 

2. Distnbuteacopy of the Student Handbook ^9: ''Marketing Service Maze" to the student. 
Have him complete the maze as directed and v,f tte the examples of each service category 
in the blanks provided. 

When the student has completed both the maze ano the list of examples, review the path 
of the maze with him explammg-the distinguishing characteristics of each category of 
services. Check his examples listed, making any necessary corrections. See if<he student 
can supply one or two local businesses for each category of services after your explana- 
tion. Name one example for each category of services for reinforcement purposes. 

Special Media 

1. Working in a Serv/ce Industry, pages 7-10 

2. Your Job in Distribution. ch;^pters 22-26. 30-35 
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LEARNING ACTIVITIES 

UNIT TITLE Making !t In Marketing Services UNIT^i OBJECTIVE #4 

Group . - „ 

1 Explain tnp directions to the game activity in Student Handout #10: ''Services Scan. 
G«ve each student a copy, if possible. As stated in the handout, tvaveeach student submit 

- nine questions^-one for each of the marketing'actfvities. Inform the students that the 
^ questions should pe-t.5irTto activities wtthin a service busmess. rather than de^pitions for 
the marketing activities. * ' . • ' \ 

2 Develop c:---rriptions ct nme marketing service activities around the nine marketing 
actuttif-s. Construct the activities around a central^dea, such as types of businesses. 

Wr.^^tM^^ n^nen-vo^KetTsgactivities. mciudmgtheeight majortunctionsand management, 
on the -haiKboard .^s shc/.n beJow. Ask each of the students to write them on a piece of 
pnper • A'^K ^vjch -.tud-nr to rank r^ich of the marketing terms according to its importance 
to a s--rvice bJsiness fro;r- rvspo.r.t of v^ew. Explam that a "1" would be placed m front of 
rr-a-Kv^iMf 3ctivitv ^h': h he felt .\as most important, and a "9" would be written in the 
. t:tank fo^'the markermg att!v-ty ^\hich he considered the least important in a service 
business. 

r 

fv^ARKETiNG RESEARCH 



BUYING 
STANDARDIZATION 
SELLING 
STORAGE 
TRANSPORTATION 

FINANCE 
^.'lARKETING RISK 
WANAGE?VIENT 



=?ead ^^ch or th^ n^.n^'^^rketin-^ service activ^t^es you have developed. Have the students 
t-.rn their papers over before you read them. Ask tbe students to rate the nme activities 
that vou r^^d When thev have completed rating the nine activities, have the students 
compare t^e^r rankings with the first set. Were they the ^ame? If some of them vv«re 
d^ffe-'ent. Ahy did they '^ark them differently? 

.^^^ r^^r^. ;n^Qortant m some service busmesses than others? 
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i^eview the major market ingf activities as they relate to service businesses. Show how 
some functions are emphasized or more evident in some service industies as compared 
to others. For example, the trucking company puts greater emphasis on transportation 
because shipments are the heart of its business. 

Individual , 

1. Provide the student with magazines that can be cut up. as weJI as old service trade 
journals. s\^m asAmerican Underwriters. Have the student prepare a poster showingthe 

I marketing activities in action within service businesses. Explain to the student that he is 
to find ap illustration or sketch a scene in which .each marketing activity takes place in a 
service setting. 

Tell the student to place a caption under e^ch illustration or drawirtg to show the 
marketingactivity which is depicted. Remind the'student that the sellingf unction maybe 
' demonstrated by a personal selling situation or sales promotion activity. If he wishes he ^ 
may show both of th'^T,. L/ispio/ the poster in the room. 

2. Give the student -ropy of the Student Handout #11: "Marketing Service Activities" and 
have him complete eau^ of the given drtcriptions by identifying the marketing activity 
that is irwolved. When he is finished, discuss each of the -service situations with him 
clarifying any marketing activities about which he is not clear. • 
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REAL ESTATE: SETTING THE SITE 

AbilltTto"relate. the different real estate personnel and businesses to various real estate 
situations. 

0bi£ctiv6S 

1. Given five categories of real estate business, the student will identify three marketing 
careers tor each category witti 100% accuracy, (knowledge) 

2. Given ten real estate activities, the student will distinguish the real estate personnel 
described with SO^'o accuracy, (comprehension) 

3 Given four real estate situations, the student will predict which real estate careers and 
businesses would handle the situation with 75°o accuracy, (application) 

R^e^!l\state busineUes offer services concerning land and ail man-made pernianent or 
fixed improvements.on or to the land, known as realty. 
2. F.vemajorcategoriesof realestatebusinessesp'ovideinterestingcareeropportunitiesin 
marketing: 

/Irenc/es - handle transactions and provide services for others for a fee or commission. 
• Examples include brokers, appraisers, consultants, and management firrns. 

/n.esfors -purchase, lease, or loan money -for realty to earn an income or gain. These 
include mortgage investors,- leaseholders, and land trustees. 

Operaf/ons -engage m higher risk trade activities involving a number of successive 
transactions. Some businesses include land speculators, mortgage broker, leasehold, 
operator. 

BwMm^ Cointruction -contracting, building, developmg, or improving realty for profits. 
Businesses include de^/elopers, contractors, builders, and renovators. 

Govornmr^nt Service - establishes policies and enforces regulations, taxation, financing, 
and management of real estate m private and public transactions. Examples '"Clude tax 
^ assessment departments, /onng oifices, housing authorities, and real estate boards. 

3* Some of "the major marketing careers which can be found within the categories of real 
. estate businesses include: 

Agencies 

. Ap.ntm,'nt Wo-na^'^r -supervises activities and personnel in a large apartment complex, 
collects rents, and completes leases. 

Appr.hwr inspects and assesses value of property. 

Broker, handles transactions and negotiations of real estate for buyers and sellers. 
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C/erk -tiandles listings of property, rental collections and records, maintenance esti- 
'1 sates and repairs. 

Property Manager -manages investnietU properties for clients including maintenance, 
contracts, and bills. 

Rental y^genf -specializes in business negotiations and operations tor leasing buildings. 
S^-^esman - rents, buys! and sells property for clients on a commission basis. 

Investors 

f scrovv >^genf— handles forms, tax records, insurance coverage, and payment schedules 
for buyers and seliecs of property. z'-;' 

Escrow- Officer -~-"^enV\es legal status of property, records necessary information with 
government, and releases documents to the proper parties at the close of the transaction. 

Loan C/ospA handles all documents, papers, and construction plans for building con- 
struction loans. 

Title Searcher checks records to determine if there are any unsettled claims against the 
property. 

Lan^ Records Manager ■■ directs and supervises all activities, personnel, and records for 
the lease of land for an oil company. 

Operations 

Landman contacts landowners and oil firm representatives to negotiate and complete 
agreements for bii exploration, drilling, and producing activities. 

ianri Sf>eraf.itor purchases property and resells it in a short time for quick profits. 

Lease Buyer persuades property owners to rent sites for billboard signs, arranges 
transactions, transfers them to advertiser or outdoor ad firm. 

I r,t^.*^h(,l(i^^r ot)tairv, leases or options on property and subleases them quickly for rapid 
prottts. 

K^ort^iuic Hro^^^r -buys and sells many mortgages for short-term profits. 

Building Construction 

Builder -purcfiases kind. corK-.tructs buildjngs. and sells them for profit. 

ConiuitafU - recomrnenfK mntenals. equipment, and type of structure for designated 
property and purDos(?s 

r. j}tra( tnr bids on buildings to be constructed for property owners. 

h^^.c^r^fj^r t.iiy', ^a(.an\ \a\)r\. builds private homes, and sells them at a profit. 

.'•'r'"...?fr / - hi.iy ) L iild.n,v. n'-r-difu; <jll^n,itions, modcrm/es ti^e buildings, and resells 
thf-m a\ a [jrofit. 
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^ Government Service 

/.s w.v;o,- ■ iruprcts jr^i -ipprrt. v-s prnporty. determines t.ix to levied according to 

Hou'iin^ Man.i^ii.^mrni Officer -develops policies and standards 1or housing, directs and 
evaluates all public housing activities and personnel 

Prop^Hty UtilizMion Officer ^ inspecis, insures.- and negotiates governnient property for 
the buyer or user: verifies value and eligibility of property donated to eligible organiza- 
tions. 

/?enrConrro/;nv^esf/^viror - inspects rental propertiestodeteriTii^ . 

■/onfnii Cnnunis^.ioner- - determines and regulates restrictions on use of property within a 
conununit y. 

Five majar classiticat'ons or markets of real estate are involved in real estate business 
transactions: 

Re-,idvnihjl- pri^att? housing areas for liomes and apartments. ^ 

Commcraal professional, office, store, iiotel and similar buildmgs. 

Inriustnal factories, utilities, mining, and warehouses involving heavy equipment and'or 
production. 

A.inculturdi natural production of crops, animals.' plants, lumber, etc. 
S/>^'(7.)/ public places including parks, churches, clubs, a.nd roads. 

Certain le^al documents are used by real estate personnel in handling property trans<.v> 

tiOflS. 

Dr'-ff written transfers of real estate ownership from seller to buyer. 

/ ../iv v'.ofitr.ict on the use of property for rent or otiier income. 

Vort^^a^^i- document conditionally transferring property based upon the buyer s promise 

to pay the agreed sum secured by the property as collateral. 

Jttif* written evidence of property ownership. 

Real estate services are e/tended to mdivid^ai consumers, as well <r:> to all kinds ot 
ccVT^nerr.ial. industrial, and institutional users. 

Many factors must bo cofisidered by real estate personnel when' • -^ier -ing a site for a-. 

customer: 

a. Customer's purpose for the property 

b. Current property value 
Zoning restrictions on the property 

d. GroMh of surrounding area 

e. Traffic or movement of people 

f. Surroundin?, business community 
g Community services available 
h.. Cost of property r^Matpd \o oth^r ^actors 
1. Characteristics of ttie prop«jrty si/e. shape, etc. 
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Equipment 

1. Cassette Tape Recorder. 16 mm Movie Projector. Overhead Projector 

2. Projection Screen.' Bulletin Board, Chalkboard 

Materials 

1. FilrriS: "Build A Better Life" 

"Is A Career In Finance, insurance. Or Real Estate For You'* 

2. Cassette Tape: "Career Developrnent Series; Realtor," Imperial Films 

3. Career World Magazines, Careers. Inc. 

4. Careers Briefs, Careers Publications, Inc. 

5. Dictionary of Occupatiorial J itles 

6. Employment Outlook for Real Estate Agents and Brokers, U. S. Department of Labor 

7. Encyclopedia of Careers and Vocational Guidance 

8. Himdbook of Job Facts. Science Research Associates 

9. Occupational Bnefs, Science Research Associates 

10. Occupational Guidance Booklets, f^inney Company 

11. Occupational Guides. CalTfornia Department of Employment 

12. Real Estate and Building Management as a Career, Institute For Researj. h 

13. Should you Go Into the Construction Business? New York Life Insurance Company 

14. Widening Occupational Roles Work Briefs. Science Research Associates 

Supplies 

1. Newspapers, listing books, local maps 

2. Posterboard. construction pap^^r. jewelry boxes 

3. Glue, tape, scissors, rulers, magic markers 

4. Real estate forms and documents 

Special Resources 

1. Student Handouts ^ 12 '20 

2. Commercial Games: Monopoly. Easy Money 
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THE REAL ESTATE SCENE-KEY 



h'\j ^^t tlie foilOAifig redi estate careers may tidve beerj luentified; 



Apartment Manager Escrow Agent 



Appraiser 

Broker 

Clerk 

Property Man.iger 
Rental Agent 
S-'ilesman 



Escrow Off •t 
Loan Closer 
Title Sea'Cher 
Land Records 
Manak^er 



Operations 

Landman 
Land Speculator 
Lease Buyer 
Leaseholder 
Mortgage Broker 



Construction 

Builder 
' Consultant 
Contractor 
Developer 
Renovator 



Assessor 

Housirig Managt^'.nent Officer 
Property Utilization Officer 
Rent Control Investigator 
Zoning Cofnmissiorier 

fhf* student will sitisfy objective ^ 1 when he correctly names 3 careers for each category 
to total 15 careers. 



Ihese real estate careers should have bee:i listed: 

f. Apartment Manager 

g. Loari Closer 

h. Lease Buyer 
I. Contractor 
J. Zoning Commissioner 

it tr.- learner correctly idenhfies 8 careers for 80% accuracy, he will have completed 
objective ^^2. 



a. Salesman 

b. Title Searcfier 

c. Lanfj Spec.;':itor 
d Developer 

e. Assessor 



Tr.=;se real estate careers and businesses should have been predicted: 

Rusfr-^v.n^ Careers 

.i A^rnry Appraiser 

h if)vestors . Title Searcher 

r. Cor^slruction Contractor 

cl Government Zoning Commissioner 

[he learner fnust .icfi.eve 75 accuracy to meet the criterion of the objective. 
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THE REAL ESTATE SURVEY — KEY 



Any of the following real estate careers may have been identified: 
Agencies Investors Operdtions Construction 



Apartment Manager Escrow Agent 



Appraiser 

Broker 

Clerk 

Property Manager 
Rental Agent 
Salesman 



Escrow Offic^'r 
Loan Closer 
Titlff Searcher 
Land Records 
Manager 



Landman 
Land Speculator 
Lease Buyer 
Leaseholder 
Mortgage Broker 



Builder 

Consultant 

Contractor 

Developer 

Renovator 



Government 
Assessor 

Hcusing Management Officer 
Property Utilization Officer 
Rent Control Investigator 
Zoning Commissioner 

The student will satisfy objective # 1 when he correctly names 3 careers for each category 
to total 15 careers. 



These real estate careers should have been listed: 



a 



Apartment Manager f- Salesman 

b. Loan Closer g. Title Searcher 

c. Lease Buyer h. Land Speculator 
Contractor Developer 



a 



e. Zoning Commissioner Assessor- 

If the learner correctly identities 8 careers for SO'^o accuracy, he will have completed 
objective f^2. 



These real estate careers and businesses should have been predicted: 

eus/nesses Careers 

a. Government Zoning Commissioner 

t). Construction Contractor 

c/ Investors Title Searcher 

d. Agency Appraiser 

T[)e learner mtjst ;^chiove 7b' o a: curacy to complete this oDjective. 
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LEARNING ACTIVITiES 

UNIT TITLE Real Estate: Setting the Site UNIT #2 OBJECTIVE #i 

Group 

1. Write the following question on the chalkboard before class begms: 



What is Realty? 



Begin a discussion by asking students what is meant by the word realty. If no one can give 
the ans//er, ask the group if afiyone knows what real estate is. Ask students to give 
examples oif real estate, bringing out homes, office buildings, stores, industrial plants, 
parks, farms, and any other local sites of interest. Explain to students that realty is land, 
buildings, and anything permanently attached toor on the land. Explain that real estate is 
often used in the same manner, however, a difference does exist. Real estate may include 
personal properly or interests along with real property or realty transactions. An example 
might be the purchase of a home with appliances. The structure and the land would be 
realty. The structure, land, and appliances would involve real estate. Thus, the naming of 
real estate businesses. 

Ask students if they can think of any kinds of real estate businesses. Use a questioning 
technique to evoke the five major categories of the agencies, investors, operations, 
construction, and government service. Such questions might include: What businesses 
would be concerned with building, developing, and improving land? What organization 
would be charged with enforcing property restr4ctions and rights? Which businesses 
would make an outlay of money for purchases or leases for profits other than banks. 

Write the five categories on the chalkboard. Divide the ciass into five groups and assign 
each group one of the categories. Ask each student in a group to write down on his own as 
n\my marketing', careers in that real estate category as he can in one minute. At the end of 
one minute, bring all the i ndividuals of each group together and give them two minutes to 
compile a list of careers for their category. 

Ask one student from each group to write his group's careers on the chalkboard. Review 
the careers in each category, asking for any additions or deletions from the entire class. 
Add any others which the group does not name and give brief descriptions of each one. 

2. Have students make real estate business and career strips for the five categories of 
businesses and twenty-seven careers found in Student Handout #12, so that you have a 
total of 32 strips. These may be put or^construction paper, posterboard, cardstock, or 

bond paper. 

Divide the class into two teams and tape the five business strips along the top of the 
chalkboard. Shuffle the career strips and have the teams alternate placing the career 
strips under the correct business. Time each team member for the amount of time it takes 
hirn to place it under the correct business strip. The team with the least time wins. 
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Individual 

1. Give the learner a copy of the Student ^ andout #12: "Real Estate Career Search" and ' 
have him complete the puzzle after you have explained the different categories of real 
estate businesses. When he has finished, review the word search puzzle and the careers 
found within the various businesses. 

2. Provide the student with Student Handout #13: *^Real Estate: Who Works Where?" Have 
him study the information about the different types of real estate businesses and the 
marketing careers available within them. When he has finished reading the material, ask 
him to complete the questions 3t the end of the information in the handout. 
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LEARNING ACTIViTIES 



UNIT TITLE Real Estate: .Setting the Site UNIT #2 OBJECTIVE #2 
Group 

1. After the students have covered the information in Student Handout #14, give them 
copies of the Student Handout ^15: "Roleplaying in Real Estate." Divide the class into 
izn groups and give each of them one of the ten roleplaying situations. Allow each group 
about ten minutes to organize their activities. 

Alternate having each group roleplay its given situation. At the end of each g''Oup's 
presentation, ask students to comment on the situation involved, as well as the activities 
of the persons involved. When all of the roleplaying has been completed, ask students to 
-^ame some other real estate careers that were not included and explain the role which 
each of these rrtarketers plays in real estate activities. 

2. Distribute copies of Student Handout #16: "Career CBA's." aqd have each student 
prepare questions as directed. Discuss the rules of the game^ctivity with the students, 
including who represents the career titles, what represents the activity, and where 
represents the kind of 'r^:al estate business in which the person iS employed. 

3. Display examples of real estate documents used by real estate career personnel, includ- 
ing those m Student Handout #17: "Real Estate Forms." Ask students to explain how 
these forms would be used by personnel and the importance of each in real estate 
transactions. Include a lease, deed, mortgage, and a contract for sale of real estate. 

Individual 

1. Give the student a copy of Student Handout #14: "Programming Real Estate." Explain to 
the student how to use the programmed handout, reading and answering questions and 
th^n checking the answers in the right column. Review the career information and real 
estate matenal with him, emphasizing the activ,ities of the real estate personnel. 

2. Provide the sttxJent with a copy of Special Activity Sheet #2: "Career Exploration 
Chart," anql^sk him tocomplete it for the three real estate occupations of most interest to 
him. Wh^n he has completed the project, review his charts and talk to him about why he 
selecteci those three. Did he have a good understanding of the other real estate careers? 
Ask him to explain the activities of other real estate people. 

Special Media 

1. Dictionary of Occupational Titles 

2. Encyclopedia of Careers and Vocational Guidance 
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LEARNING ACTIVITIES 



UNIT TITLE Real Estate: Setting the Site UNIT ^2 OBJECTIVE #3 
Group 

1 . Distribute Student Handout ^ 18; "Real Estate Race" to each student or explain the rules 
of the game activity. Have each student prepare questions as indicated in the handout. 
Explain to students that many of the questions should pertain to real estate situations in 
which it must be decided what real estate business and careers could handle the situa- 
tions. 

Review the questions and answers, adding some of your own. Play the game activity as 
directeci in the handout. 

2. Give each student a copy of the Student Handout #19: "Real Estate Careers" and have 
them study the information. Then ask each student to select two careers which interest 
him. Ask him to prepare a short situation sketch on each of his chosen careers leaving out 
the career titles and business he has selected. After ten or fifteen minutes, have students 
alternate reading their situation sketches to the group. Ask students to decic^e which 
career and business is involve'd in the various situations. 

3. Study the information in the Special Activities Sheet #11: "Personality o\the Day 
Project" and give each student a copy of the Special Activities Sheet #12: "Personality 
Questionnaire" to complete. Use the directions in implementing the activity and have the 
selected student act as "Realtor for a Day." 

Provide the "Realtor" with a list of situations in which he might be involved and have him 
question classmates about the real estate businesses and careers which can become 
involved in handling various consumer and business real estate transactions. 

Individual 

1. Give the learner a copy of Student Handout #20: "Real Estate Situations" and have him 
study the situations described. Tell him to decide the real estate services, business, and 

* careers which are needed to handle the situations involved. 

2. Have the student prepare a bulletin board on "Careers in Real Estate" showing the five 
major real estate businesses and the careers within. Ask him to develop at least one 
situation for each business depicting how that business serves consumers and busi- 
nesses and the careers that are involved in providing the services. 
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Although there are many finance careers available, the following are ones which are more 
frequently found in the following kinds of businesses- Some of .the jobs listed occur in 
more than one business. For example, a credit interviiewer might be fognd in any business 
that extends credit for loans or purchases. j 



Commerical Banks 

President 

Cashier 

Teller 

Loan Officer 

Trust Officer 

Repossessor 

Interviewer 

Collector 

Investigator 

Crednt Union 

Loan Officer 
.Credit Interviewer 
Credit Authoti^ier 
Account Collector 
Finance Director 
Custo^Tier Service Advisor 



Finance Company 

Credit Interviewer 
Credit Investigator 
Finance Manager 
Credit Collector 
Repossessor 

tr'. - jf\ C \'i1 Company 

^:redil MaOcz'gtiir 
Charge Authof/'izer 
Customer .Surrvice Advisor 
rAt'Xd fnvesti/gator 
Credit CoWeciOT 

Securities Investors 

Securities Salesman 
Financial Analyst. 
Securities Broker 
Floor Rep (Broker.'s) 



6 Although many financial career personnel in various businesses may perform similar 
tasks, some of the career titles will vary. A good example of this wolild be an authorizer, If 
{^K person works for a credit card company, his job title is a Charge Authorizer, If he works 
tor a finance company, he would be known as a Credit Authorizer. The manager maybe a 
credit manager, or loan officer, or president. 

7. Some job opportunities available according to major services performed are: . 
Checking and sawngs— teller, cashier, manager 

Loans and cred/f — loan of f icer. credit and collections manager, cashier, credit authorizer 

rrusfs,— trust officer, trader 

Safekeeping -'\jau\{ clerk 

Secur/f/es — clerk, salesman, analyst, broker 

8. Many fo^ms are handled by employees of financial institutions: 

1. Deposi'{ and withdrawal slips— checking and savings ^ 

2. Personal, traveler's, and cashier's checks — checking 

3. Bank statement — checking. "savings, loans 

4. Promissory note, installment contract, credit application, mortgage, deed, certificate 

of title, credit care— loans 

5. Passbook, certificates of deposit—savings p 

6. Stock Certificates— investments 
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Equipment 

\. Overhead projector, projection screen, camera 

2. 16. mm projector, slide projector, filmstrip projector 

3. Tape recorder, record player, bulletin board 

Materials 

1. Films: "Banking in Action" 

"Bread" 
"Impulse 90" 

"Is a Career in Banking for You?" 

"Is a Career in Finance. Insurance or Real Estate For You: 
* *'Man's Confrdence in Man'' 
"Market in Motion" 
"Step Into Banking" 
"The Investor and the Market-Piace" 
"The Lady and the Stock Exchange" - 
"The Littlest Giant" 

"The One Man Band That Went To Wall Street" 
"Your Town" 

2. Filmstrtps: -Money and Banking." "Just a Teller/' **The Financial Market" 

3. Cassette Tapes: "American Occupations/' Jasper Ewing 

"Banker" 

"Career Development Series/' Imperial Films 
"Careertapes: Credit Manager/' MacMillan UtJirary Services 

4. Banking' A Career for Today and Tomorrow. American Bankers Association 

5. Banking: An Opportunity for You booklet. American Bankers Association 
5. Careers Briefs. Careers Publications. Inc. 

7, Career Opportunities: f^ar^eting. Busjness. and Office Specialists 

S. Dictionary of Occupatfonaf Titles. Volume \ 

9. E /s for Economics. F. A. 0>A*en hlishing Company 

10. Encyclopedia of Careers and Vocational Guidance. Volume I 

11. Handt)ook c f Job Facts. Science Research Associates 

12. HoA- to do Your Banking, local banks 

13. ^'oney ^'^anagen^ent Senes. Florida Cooperative Extension Service 

14. Occupationa; Brief s. Science Research Associates 

O--^ ^^.^^^o*"^.' G'j'da'^ze SockteTs. F^nn^y Co^par.y 
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16. Occupahonal Outlook Handbook. U.S. Department of Labor 

17. Opportunities m thq Securities Business. Vocational Guidance Manuals ^ 

18. Should You Be 3 Banker, booklet. New York Lite Insurance Company 

19. Tet'nagers Introduct/or to the Stock Market. Price, Stern. Sloan 

20. The Story of Checks comicbook. Federal Reserve Bank 

21. Understor^ding the Stock Market. Bantam Books 

22. What Everybody Ought to Know About this Stock and Bond Business, Merrili Lynch, 

Pierce. Fenner. and Smith. Inc. • ^ - 

23- yV^dening Occupatfonal Roles Work Bnefs. Science Research Associates 

24. Your future: Careers m Consumer Finance boC'klet. National Consumer Finance Associa- 
tion 

Supplies 

1. Posterboard. construction paper, card stock, financial forms 

2. ^•ag'C markers, felt tip pens, colored oencils. crayons 

3. Glue, SCISSORS, tape, staplers, thumb tacks, ru'ers 

4. Siide *!^m. flash cuijes. tran^sparency acetates 

Special Resources 

1. Student Han^o^tS: 21 29. 

2. Fieic Tr;p 

3. Com-^ercia! Games: "Verture.'^ "Vcney Card.'' "Bazaar" 
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THE FINANCE SCENE - KEY 



Any three answers under each heading are acceptable: 



Cor-nmercij^ Banks 

President 

Cashier 

Te'ler 

Loan Officer 
Trust Officer 
Repossessor 
IrUervte-Aer 
Collector- 
Investigate 

Loan Officer 
^C^edit interjievver 
^Gred t Authonzer 

Account CoMector 

r jnanc-^ D-rectcr 
•Custcrr-'er Service ^Cj';\%cr 



Finance Company 

Credit Interviewer 
Credit Investigator 
Finance fwlanager 
Credit Collector 
Repossessor 

Credit Card Company 

CreditiManager 
Charge Authorizer 
Customer Service Advisor 
Credit Investigator 
Credit Collector 

Secunties Investors 

Securities Salesman 
Financial Analyst 
Securities Broker 
Floor Rep (Broker's) 



The s: Jdent A.ii -a.e exhitr-ited sjftic.ent knowledge for objective ^1 if he attains a score 
of 12 correzx ansAe-s or SQ-c accuracy on this measurement item. 



f\oor Rep^ese^tat^ve 
Tel^e- 

0>a-ge Autho'jrer 
Sec:>.r:t e^ Brewer 



6. President 

7. Credit Interviewer 

8. Trust-Vault Clerk 

9. Customer Ser.^ice Advisor 
10. Credit Manager 



CTE: -1" the stuaent eues 8 correct career titles on this test item for SO^c accuracy, he win 
'*a..e acn-e^ed acceptable proficiency for objective ^2. 



"re -rt'o-N b^-s messes and ca'-eer^ 



should have been recortmended: 

Susir^ess Situation 
-^'s;-ess Careers 



:'^.nre''cial Bank 



Interviewer 
investigator 
Lean Office'' 



Charge Authcire: 
be :-:^t ec ;f the stucert supc^ies 6 correct answers for /d^c 
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THE FINANCE SURVEY — KEY 



1. Any three answers under each headmg are acceptable: 



Commercf^ Banks 

President 

Cashier 

Teller 

Loan Officer 
Trust Officer 
Reoossess or 
Interviewer 
Collect „»r 
tnvesti;,;:^^or 

Credd UntCii 

Loan Officer 
Credit Interviewer 
Credit Authorizer 
Account Collector 
Finance Director 
Customer Service Advisor 



Ff nance Company 

Credit Interviewer 
Credit Investigator 
Finance Manager 
Credit Collector 
Repossessor 

Credit Card Company 

Credit Manager 
Charge Authorizer 
Customer Service Advisor 
Credit Investigator 
Credit Collector 

Securities Investors 

Securities Salesman 
Financial Analyst 
Securities Broker 
Floor Rep (Broker's) 



The student wiil have e-^hibited sufficient knowledge for objective 1 if he attams a score 

of 12 correct answers or SO^ accuracy on this measurement item. 

Career Vties: 

2. L LoanOfticer 6- Presioent 
2. Credit Investigator -7. Securities 

3 Cashier 8. Securities Broker 

4 Trust-Vau^tCerk 9. Teller 

5. Credit Interviewer 10. Floor Representative 

NOTE: if the student giv^s 8 correct career titles on this test item for 80^ accuracy, he will 
have achie-ed acceptable proficiency for objective ^2. 

3. T-e ^c'iOAnng busmesses and careers should have been recommended; 

Co-Bu-r^er SttuaVon Business Sanation 

Business Ca-^ers 3:jsiness 

Commercia' Bank 



Careers 



Cren^t Care 
CcTirany 



Invest gator 
'Charge Authorize' 
Credit Manager 



T^:5> cbjecti'v-e -3 aiI! t:'e satisfied if the stuce"! supples 



Interviewer 
Investigator 
Loan Officer 



rDDi;es 6 correct answers for 75^o 
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LEARNING ACTIVITIES 

UNIT TITLE Finance: Getting the Greenbacks UNIT #3 OBJECTIVE *1 
Group 

1 Ask the students some different places where they could invest or borrow money. Discuss 
the financial institutions of banking, including commercial banks, savings banks, savings 
and loans associations. Cover the other kinds of financial institutions vi^hich serve con- 
sumer-^ caad businessmen^namely, finance companies, credit unions, credit card com- 
panies, and securities investment companies. 

Ask student-^ to explain the differences among these institutions. Include a discussion 
about the marketing services which each provides from the following possibilities: loans, 
investments savings, checking, trusts, safekeeping of valuables, and credit card pur- 
chases Write each of the types of financial businesses on the chalkboard and draw col- 
umns under them. Select different students to go to the board and mite the kinds of ser- 
vices that that business offers. Review these with the group. 

Have another group of students come to the board. Let each of them pick one of the 
financial businesses. Ask the students to write the career titles of any jobs tMey think 
might be found in those businesses. After a couple of minutes, have students m their 
seats review the careers that have been listed. Include any other which the students have 
not mentioned, so that all careers on the test items have been covered. 

Explain to the students that insurance and real estate are sometimes considered finan- 
cial institutions. Tell them that most real estate businesses are mostly concerned wi.h 
realty transactions and services as learned in the previous unit. Explain to the group i..at 
insurance businesses are primarily concerned with protection against risks. 

2 D vide class into five groups. Assign each group one of the following areas, so that each 
e-oup has a different subject:" ban,Mng. credit unions, finance companies, stock ex- 
chanee. and credit card companie Ask each group to compile a list of the possible 
careers which could be found in a i. iSiness of that category. 

Hav^ ea-h g-ou" prepare a short skit in which the students assume the various roles- A 
stud-n' r-^v a^^ume mere than one role to cover them. Allcw eacn group approximately 
rr^.nut^s to practice thei' skits. Provide them, if possible, w-'h some materials o^ 
that^H nd of b^smess. Seme san-ples might include: checks, deoosit forms, loan and 
creciit appi'cations, c.roTi5sory notes, stock certiftcates. and credit cards, etc. 

H =ve e^"-, £ro JO present its sk>t. Ask the rest of the class to identify the k?nd of business 
^^■'. ...-H -hese -a^-^'r- people are empioved- invite any oiher career titles which were not 
^^r^^i Fct'cw the same procedu-e fo- each Emphasize that sorr^ of the businesses 
c;';n la' a-'>/-tie^ performed, a^thr J5h Lhe career titles may be slightly different. 



Individual 



:21: -Fmancia' industry Careers" tothe learner ardask n 



Ij:^-' b-te Student "-ia^ic-- 

~^'Z'^ c5-~^'[. 65.5 "the -'-ds bus nesses A'^-ch shoL'd be v.ritten oi the 'me above eac^ 
ca-ee- 1 ties. Gi.e n ~ :e- -^-..tes tc rr.a^e-'^is oecisic-.s. 
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When he has finished, ask him what the word finance means to him. Relate the term to 
him personally, such as funds for him to go to the ^ovies or buy a record. Review the kinds 
of fmancta! tostituttoris with him and the marketing careers found within them. Discuss 
the role of finance m other businesses— retailers, wholesalers, marketing services, pro- 
cedures. 

Ask the student what kinds of financial services consumers or businesses can obtam at a 
financial institution or other businesses. Include the mdjor services of the different kinds 
of banks, security investment companies, credit linicns. finance companies, and credit 
card companies. 

2. Give the student a copy of Student Handout #22: "Finance Careers in Business** to 
complete. Explain to the student that he has a list of marketing careers in finance which 
are found m various financial Institutions. He must decide under which column heading 
the career title may go. Advise him that there are a few which may be written under more 
than one column. 

When the student has coa-^pieted the handout, discuss the careers and businesses with 
him. Explain that some career titles and job functions are similar, but the slight differ- 
ence m t:tie indicates the different kind of business, such as the credit authorizer and the 
charge authorizer. D'scuss the various financial services and activities which take place 
in the different kinds of financial institutions and other marketing businesses. 

If possible, have the student visit a commercial bann, a stock exchange office, and a 
finance company. Let him collect samples of forms used by the different institutions and 
prepare a buTetin board named -Forms in Financ Careers'* or something comparable. 
Have the student identify financial careers around the forms to show the .relationship 
b-^t-veen the forms and careers. 

Special Media 

1. ri!-^t^: --Breac** "Banking m Action" "Step Into Banking*" 
" s a C^'-eer in Bankmg for You?" *'Your Town" 
'•is i Career n Finance, Insurance, or Real Estate for You?" 
*T-venty-Four Hours in the Life of a Check" 
•The Lady and the Stock Exchange" 
•The One Wan Band That Went to Wall Street** 

2- Fi^-nstrics: *"Just a Teiter" **The Financial ?/arket" 

3. Cassette Tapes: Career Development Series. Imperial Films 
• Ba-^^e^'" ''Stockb^Dker*' 

Ca.-re.^s Briefs. Careers Publications. Inc. 
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LEARNING ACTIVITIES 

UNIT TITLE Finance: Getting the Greenbacks UNIT *3 OBJECTIVE #2 

Group 

1 After you have covered the information m Student Handout *25 cmmmng, the job 
duties of marketing career personnel in finance, explain the gameactivtiy ".vi'opardy of 
Studer.t Handout « 23 or give each student a copy. Designate the following, fue caliegor.es 
tor the quij show activity: 

Sank:ng. Credit Umo-^s. Finance Co.. Stock Exchange. Credit Card 

A- m^,c3ted in the qu.z show directions, have each student prepare three questions for 
pach of the categories. Have the authorities edit the questions. Review these and have 
them typed cn a'buHetm typewr-.tet or a typewriter with an orator element, so that the 
questions may be projected on an overhead or opaque projector. 

If p--is b'e obtain a pes board m which you can arrange twenty-five hooks for each of 
the "questions, if not. you may use a bulletin board, a chalkboard, or the overhead 
proiectc to show the gameboard. if you use a peg board ora bulletm board, have students 
make question cards large enough to be read, so that the students can read them as well 
• as hear the moderator read them. 

if v-u 3'-= us^ne the activity with more than ten students, it is suggested that you involve 
a team of three students each for the quiz show. Plan and implement the game activity as 
explained m the directions. 

-> EKDia^r, the rules of the "Finance Baseball" game activity or distribute a copy of the 
'^tu-'ent Har-dout -2-1 to each cf the students. Have each student prepare two sets of 
-L^sti-ns A-th e^c^ '^e- containing six questions. Explain to the students that each set 
s-,oui-"be on an area o' finance, such as securities or banking. Tell the students that five 
e3c^ ^hcuid vary in diff icultv. Have him indicate the easiest question with a 
• 1 •• a-d tne mrs* d ff iciiit question with a "SO" as explained under preparation. The sixth 
card, a -scnus- ca'C sncirt be cf moderate difficulty and identified on the student s 
saoer with a "I." 

Bo .-ertam 'hat questions are submitted for each career area of finance. You may wish to 
ask ■^or vo:unte^ - the different categories. Edit the questions and have them typed or 
written on cards -t sI ds cf paper. If possible, use six different colors to differentiate the 
varying vara.3ge =.ttemots and the touchdown point. Play the game as directed. 



Indi.id^-al 

1 Gwe ^t- - i-ir ■ c: co?> 0^ the Student Handout *25: -Financial Specialists in Marketing 
cu>rvr-J^ •• Ask the student to read the i nf o-mation handout and see if he can identify the- 
H:'^:ness^s in which these personnel would be working. After the student has completed 
t?4'h5ndcut- reviev^. the finance careers with him. em.phasizingthe kinds of businesses \^ 
-.•.""ch esc h'lse-ri Dyed sr-j fief job descriptions of each career. 
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T?ll the student you want to find out v^'hat students know about marketing careers in 
finance. Have him prepare a simple one page questionnaire concerning the fir.anciai 
services, businesses, and careers. Mc might ask students questions relating to c.veer 
opportunities, advancement possibilities, educational requirements, advantages and 
disadvantages of the careers. 

When he has completed his survey, have him prepare a visual display on a poster or 
bi;i:et'n boa.'^d showing the survey results and conclusions. Ask him if he has any rec- 
crnrr-iendattons to make as a result of the survey. ^ 

2. D;str!Djte tne Student Handout #26: *'Who's Who in ^mance'^ to the learner. Explain to 
the st'-ideiit that inese are fifteen of the careers f^e stuJ-ea 'n Stur.ont Handout «^25 Ask 
I r-to >ee ho A Aeii he can do without the aid of tnt: hanji ut. Wnen ne has completed the 
U*li:^- care-ff :Mr'r'-^'*.C;S. raye him check hts answers 3^a:-ist nis handout. Then review 
h.s re^oon^e^ to De certain he has the ccrr-ct ansAers .^nd tc cianty any m'Sunderstand- 

Special Media 

1. D^ct^onsry of Dccupal'ora' Titles, Voiu-rie i 

2. Ency::'0O'^d:3 Ca.^eers an-^ Vocat:or>3' Guidance. Voiume ' 
? ^T-7.7^:'0* io:) Facti. Scence .Res-:"^3rc^ Associates 

'1 ■:ci^p:^-'^^^'' B':e-s . 5c;e!iqie Rrsearcn Associates ^ 

3cr^-;-.^r'0'^:i'' Out- 00^ Hjndoook. U. Decr/'tmev.t of L3^0' 
c- v.v,-'c- p-^ Drcjpat'cn^' •Rc'es iVo.> Sr ers. Scence Resea^c^: .Associates 
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LEARNING ACTtVITtES 



\J^\T JiJiE Finance: GetVng the Greenbacks UNIT #4 OBJECTIVE ^3 
Group 

1. Duplicate a few copies of Student Handout ^27: •financial Roleplays/* Cut the roleplay 
into nine strips, so that one sttuation can be given to a student. Divide the class mto nine 
groups. Give each member of a group a copy of that group's roleplay situation. 

Aliov% the groups about five minutes to study their situations. Alternate calling on groups 
to roleplay their situations and create a discussion follov^ mg ^ ach of them. Discuss the 
needs ^us -^esses and consumers that are served by the financial businesses and 
i. Develop a few situations similar to those in the Financial Survey and let 
stu::^rts :)re:iict tne busmess and careers that would handle them. 

2. Create f ive ^nanc »a{ busmesses in the room. Have stucients construct teller windows and 
other- p'-ODi With cardboard boxes, posterboard. construction oaper. etc. Check with an 
i^:jjstr:3. a^ts teacher for any sc^ap mate^id! which yo;.; might use. 

D.i.t::rute 3rr-"cn'-3te to*-^.? to the five finance businesses. Have stud^r:ts bring m 
-o-^: es 0^ s'j^e thev C3- obtain in the commun-ty. Assign students to one of the five 
t:..> ■ -b^e-- G've each business o.-^e consumer and one busines: situation. Have the 
:V:S ness ^ro jos stud- the siiu.!::ons and decide whether their bu.v.ness and personnel 
:::-..;d har-d^e S'tuaticn. or if >: wouia be better handled by o of the othe*- businesses. 

Give eac'^ b^S!ne>sten minutes to rev sew their situations and come to a conclusion. Have 
3 SDokesrian r-rTi each business group explain his groups deciston. Foiiow the same 
procedure fc e^^ch group. 



Individual 

1 F'..,'d- the learne^ with a copy of Soec^al Activity Sneet -3: ^Ca-er Inte^'iew.- Call 
sDca; financial businesses and arrange appointments for the student with at least three 
rj fTerent K;nds cf businesses, such as a commercial bank, a stock exchange, and a 
finance company. 

Havetne student prepare some additional questicn-istc ask each businessman. Questions 
should include hoA that business and its personnel serve consumers and businesses as 
compared to other financial businesses. 



Individual 

2, Gfve tne learner a copy of Student Handout ^28: ;-Fincnce Decisions" and have him 
complete t^e acta^ty. Explain to the student that he sncu'd check the column of tbe 
Dus-ness .-.n^ch Aould best ban: 'ethe situation and give I usi-^asons for selecting that one 
Vspace u->cer each S!ti:ation Ask h^m to identify at lecn thr^e ."eting careers which 
.-.c^ " w-e ^-^.o^ec handling the sitjat'cn 3nd v.-ite ^^-e*^^ -e ii'^ec shov^n. 
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3 Provide the student with Student Handout #29: "Finance Personalities and have him 
■ match the marketing finance careers with the pe .onality trait he thinks '^f * descj-ib^ 
that career. When he has completed the matching activity, discuss his responses with 
h.m. Were there some personality traits that he would have used more than others for all 
or most of the careers? 

Discuss the different careers and the businesses for which they work. Give the student a 
few business and consumer situations, and ask him to decide which business would best 
handle the situation and what careers would be involved ii providing the service. 

I 

Special Media 

1 D(C(/onary of OccL/paf/ona/ r/f/es. Volume 1 

2. Encyclopedia of Careers and Vocational Guidance, Volume 1 

3 Handbook of Job Facts. Science Researrh Associates 

4. Job Experience Kit Mote! Manager. Science Research Associates 

5. Occupational Briefs. Sc.ence Research Associates 
6 Occupa^onal Guidance Booklets. Finney Company 

7, Orcupational Outlook Handbook. J.S. Department of Labor 
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INSURANCE: RUNNING THE RISK 



Competet>cy 

Ab^l.ty TO relate the marketing careers m insurance to the insurance coverage needed in 
various business and consumer situations. 

Objectives 

1. Given a l.st of tvventy careers >n marketing, the student wilt ,dentify the insurance 
occupatiO!is w*th 75*0 accuracy, (knowledge) 

2. Given ten job titles of insurance occupations and thesr descriptions, the student will 
match the jOb t;tle to its description with 80^" accuracy, (comprehension) 

3. G!v^M= one consumer and one busme^s situation, the student wih relate five kinds of 
insur^mce coverage needed Vcr the situations and five insurance careers that would be 
mvoived Aith 80'; accuracv. (application) 

Concepts ' 

] , fJtarketmg r.sks are the possibilities of ttnancial loss to people or property by unforeseen 
or uncontroilabie *actors, 

2 j^^, fa:to''s ^hich ca.ise mar^etrng risks may be grc jped mto three main categories or 

c'asses: 

a. " Var-et :cn J^tions -^hange^ in onces. ccr^sumer demand, competition 
h. hu--^ar* factors- -L:n<:eftain acts of dishor est>. iiiness. carelessness 
c. \a:-.ra: oerrs—vre. disease, ea^t^qjakes. co'dness. hurricanes 

3 T:-.^- i-n-'tncclt, 0* '^-;-vmt^T!^ "Sks help to reduce the chances cf 'inancia? losses to 
tusif^esses. as Ae!l as to .ria<wtc:uals-. 

a. Good management practices— pianmng and imDiem.entmg safety practices 
b S^f-'t of Icjsses to others— purchasing msurance to cover lOSses, 

^ Z :t i ^ t^-'*-<ugn the two me:noc!s of r^educmg fmancial losses that marketing career oppor- 
tu- t'es' ex;st. Smce risk ;5 on39s;n^of m.anagements job responsibilities, the wise 
■^3^3^"^' shifts large r:SKS to^r^_wac^ce companies when possible. 

5 1 prin-^^Hodust^y .vhich ^as it^ busmess operations centered around nsk bearing is 
t^e -nsu^ance mdustry. Var^etmg Co-eers are found throughout the insurance industry: 

^ B^^nzh or D:^t-ict •.^ar^a^e'— supervises and coo-dm^ates a\\ activities for the com- 
^■^-'■'i ^'^'O'-e^-^r^r^r*^ ."e t'^ams. an*, ses. an:: ir^soerts agents 



-lers f::r one com.pa^ 



^5 
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Insurance Broke^r -represerUs the citent in purchasing insurance from the cor.-ipany 
\^h!Ch best meets that customcr's'needs 

U'^dK-r^ftUi'T - studies rs-.r. ; jforcnatiori, decides it risk iS to be accepted, ar^d oversees 
pohcv issuance ai.^d p'ernium calculations ' - I' 

jf . 

^o'ncv ^V>;rer~- studies nor-^ds-of the customer and issues policy 

PoUci C^ec*«.e.'- reviews policy to see if i^t is complete and meets the needsof the 
custo^fier 

Prenvarn CJerk -studies policy and risk factors to determine the correct ciassif ica- 
ticns and calculates the premium • ' ^ 

Bji>ne^s Auditor - visits and inspects businesses tacheck if the premium is correct 
To'^ that business' type. S'ze, location, etc. • ^ ' 

-ns A chocks Site and health losses for pay^$»l, 

C'3i.'^> .4c//.:js^^' -checks p^^per^y damages to see if the losses are covered and 
deterrv.nes the arrount cf -the reimbursement to insured 

S^5?v-- seils or disposes ct the damaged property after claims 

a-^v- :risu-ar ::e oDportuntties or agences are found in other businesses: 

C:.^-S;;'V3-ir~rro-?des business management and government officials 
/. rsi:'ar>ce n^crmation ana recom^mendatons for managerrent decisions 

V.y-^'^' ln':.rr:rc^ S otr*<^'' bt —o^K^V^re'i insurance certificates on foreign trade sh:p- 
^-■nt^ crc'rsses insurance, fixes oremium rates 

:n^L^j^^e Eia-^^'T-e'-— -nsoects Do'scses, p^ocodu^e^, and personnel uf insurance 
cr.-^p/'nies •cr g,::,'e''nment agencies 

■r^j^a^ze CjTor.:: -^e*.:^- -securescom.pan y msuraPrCe coverage for f;rm/sproDerty and 

.■V- maior ^nsj-ance cz.e'P:^^ may r?eo^ta:neG by ^-^d^vduai consumers as 

s by business arz zrgarizat^-^s. 

*^„P^:tec:-on a^ramst f'na^-cia^ ■Of'? caused t?y d^-ath or retirem.ent (O'dinary. group's 

■■e:t .13 , sa^a'^y D'ctect 

j.^.^ — ^^L-b■■:;,•^'^a-^cea nsj^a-^ce c'c:ect^on fc * nanc-ai rcsses caused by death; 
sab '^t-. r^—e":'. ^^'nesses. n;;:-ft a-:- u-^emDl^imert :SoC5a; Security, vVo^-kmen's 

^6 



^ess 



:ioe" 
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Pr..:.--rrv - insur.^nce CO . era^e for financial losses to reaK^rid personal prop*?rty by natjral 
.in:j tiuman causM-s i.honv'. cUiton-^obilo. boat, trailer/personal belongings, business struc- 
ture, inventory. equipfT^.ei ^ 

i ' • protectforiof :>vson- or btisitu^sses against tmanciak los^-f rem claims made by 
ct-crs for p^^^son.i! ir^.iiry or property darriage. (personal, professional, property) 

Equipment 

1. Oyerh»'.-i.:f J^'fOi^ctof , ioMvn n^ovie prciector, tilmstrip protector 
Materials 

1 • iTir So"ne Tv'^v^t vVatcn." Bussress Ea'ucation Films 

"T*);' h'v' s'bie ^y. e. " -ssociat'on Films 

• <V:Tia 'A rie !nsura';ce Venture." Modern Talking Picture Service 

? -r:-.^?!: ^ ■Bu>r>-^-> o! K^^^pin^ P-o-i;ses/' Audio-visual Associates 
C.irt^e^v ir^ l'o'.lr3M^>^' ■ American Insurance Institute 
i-sv.^^-'-''^-* Careers." Institute of insLrance 

■■^'C-i P'oo--t.' a-^l Lja::u:tv !r5^.^:^ncv. ' h sj'^ance in ,\'r«ri^*ion Instf- 

To i'^^":tute in>L.rance 

a G>:^(.:: 1-M.:ranct^ Job Has to be Di.''i^" 

^^^A' Xor^. L-v:* i!f:^sura'nre Company 
. . 1 , % ^ . 9, '/.i . I r*^3 . ■■ Si.rpr;si-.^ S^ope ir insurance Careers" 

^ 5::"^»''vts, F:-^ney Co'^'pary 

^"ojTi". Sc-.e-Ke Rese3'C^^^A5soc:ate^ 

. US Depa:tment d LauO" 
Scir-'ie Re5e3''c^ Associates 

i.r---^"., /.e::ite' V--^'-"'^'^' ^-^^^^^^^ 

. ^ fXe"^. Sc:e'^.ce Rei^ea*c^- Associates 



Special Resources 




Supplies 



^7 

t 
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THE INSURANCE SCENE-KEY 



if The following insurance careers should have been marked: 
Marine insurance Specialist Policy Writer 

Sales Agent qiaimsT^.djuster 



2. 



Field Representative 
Underwriter 
Independent Agent 
Insurance Broker 



Pfemium Rate Clerk ^ 
S'^lvor Agent 
Claims Analyst 
Insurance Coordinator 



A score of 9 correct answers or 75% accuracy will inrlicate satisfactory knowledge on this 
test item for objective ^1- 

The following answers should have been identified: 

1. t 6. A 

2. C 7. L 

3. H 8. D 

4. G 9. K ^ 

5. B 10. J 

When the student correctly identifies 8 of the marketing risk careers on this evdh'ation 
in^.trument. he v;ill htjve successfully completed objective ^2. 

3. The Tollowing kinds of insurance coverage and careers could be involved: 



CONSUMER SITUATION 



BUSINESS SITUATION 



Careers 

Sales Agent 
Insurance 

Coordinator 
BrarKh Manager 
Field Rep 
Underwriter 
Policy Writer 
F^olicy Cliecker 
Premium Clerk 
Consult "mU 



Personal Lt-e 
Cofiiprehensive 

Medical 
Salfiry Protection 
Social Security 
Ho^neo/;nc'r'^„, 
Automobile 



Careers 

Underwriter 
Policy Writer 
Policy Checker 
Premium Clerk 
Business Auditor 
Consultant 
Branch Manager 
Sales Agent or 
Broker or 
Independent 
Agent 



Coverages 

Public Liability 
Product Liability 
Property Damage 
Business Inte: 'uption 
Social Security 
Unemployment 

Insurance 
Workmen's Compen- 
sation 
Business Life 
Groiip Major Medical 



The student will detnonstrate acceptable proficiency for objective ^3 when he can 
identify 4 careers and 4 coverages for each situation to total 16 correct answers for 80°o 
accuracy. 
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THE INSURANCE SURVEY— KEY 



The following t/velve careers should be circled: 

1. Claims Analyst ■ Claims Adjuster 

2. Sdivor Agent 8, Unriprwritor 

3. insurance Sales Agei\t 9. Insurance Examiner 

4. Field Reprev. ntstivf! 10. Independent Agent 
5 "^ret.iium Rate Clerk 1,1. " Policy Checker 

G. Insurance Broker i'2. Insurance Coordinator 

If *he student correctly identifies 9 of the careers for 75% accuracy, he will have 
demonstrated adequate proficiency for objective n\. 

, ne following answers should have been given: 
1. A 6. I . , 

3 7. J 

3. H - 8. G 

4. - 9. K 

5. E 10. L 

The student will have achieved acceptab'e performance on this evaluation item for 
objective *2 if he attains 8 correct answers fo.- 80'-'o accuracy. 

The tollcwin;,^, kinds of insurance coverage i.id careers could be involved: 

CON'^UMER SITUATION BUSINESS SITUATION 

."careers Co^or^A^es , Careers Coverages 

Branch M;)naf-er Personal Life Underwriter Professional Liability 

F ,;,!,.] R(,p ' Aruuiitv Policy Writer Public Liability 

Piemm-ri CU-rk Ma)or Medical Policy Checker Product Liability 

u:nH,>rwriter Salary Protection Premium Cierk Property Damage ■ 

Pohry Writer Social Security Business Auditor Busmess Interruption 

p. ',' y rti.-rker Tenants Policy Consultant . Social Security 

Ba'.>.ror Automobile Branch Manager ' Unemployment Insurance 

-3 A '("it Of Sales Agent or Workinen's Compensation 

independent AscT.t Broker or Business Life 

Independent Agent Group Major Medical 

1 student Mil dernonstr,itp a( rf.ptabl»> proficiency ^or objective ^3 when he can 
id.--itily 4 careers ,vid 4 coverages for each situation to total 16 correct answers for 80°o 
accuracy. 
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LEARNING ACTIVITIES 



UNiT TITLE Inyjr^tr-: R..fiiun^ tho Ri-A. UNIT ^^4 OBJECTIVE - 
Group 

1. Beg'H thf- disajssion m class by askir^g the qtiostion: "HaveaDy of you ever taken a risk?" 
Create interaction among students aboi't the kinds of risks that they have taken. As^< 
someone to explain //hat they mean by the word. Explain that it is the possibility of 
. • financial loss to persons or property. Relate how financiai 'os'i^esoccur through accidents, 
: (:!?aths, etc Ask stu:1ents to explain how a risk can be avoided or reduced. 



T^'H ^tuder)ts that businesses assume risks too Ask them if they can think of any risks 
\'"u^\ biisiru-.ses take. Include examples relating to nature (tire, hail), people (careless- 
-iishonesty). and economic conditions (depression, inflation). Ask students how 
{-.i ' - risks are handled. Create a discussion evolving; around safety precautions by good 
':i.ir\-jk'/'.'nent polic::es and tfie purchase of insurance. 

I'Aplairi'to tlv^ students that, ^;enerally speaking, risk responsibilities are part of the 
manapprr^ent's duties, and that m.this unit they will primarily explore marketmgcareers in 
insurarKe Ask st '/jents if they can think of any careers in insurance. This should lead to 
thesaU-^and orinJependenl agent and the claims adjuster. Relate other careers to these 
t/;o jobs R-eniphasi/e the careers and .vrite them on the board jr overhead projector. 

M.jk**.in o;erh*M:MranspareMcy of Student Handout ^30; "Insurance Career Scramble" 
placf- it on the overhead projector. Reveal only one career at a time, letting student guess 
.vhich marketing ca^t;^'r in ifisurance the job is. Follow tfie correct identification of the 
care^^r /.ttri an e xplanation of /.tiat that person does in an insurance company or in 
( '^nne'.t"jn .vith it. 

CcrUmu^^ throuKh eadi of the insurance careers, showing one career at a fme and 
foHo.Mn./, It Aith .Ml explanation of that job function or description. To keep students 
.ntMfMstMd. intrrject msuranc./ stones by yourself or have students volunteer experiences 
or kno.vledg':v Try to include as many busmess situations as possible, but relate the 
:mipnrtanf.e of insurance an;J tfie insurance personnel to the students and their lives 

^Vnf-n yoiitiavvcofTipl^'ted tins with the students, ask them to go home and find out if their 
f^rr^.ihes I'lavf' w^sur^nce personai. professional, or business. Ask them to find out what 
kmd \\ IS. Who sold it to them. Is it a group poUcy handled by an industrial or business 
msurance coordinator of the company or agency? Was it purchased from a mam office 
sales apent^ Was it obtained from an independent a^.ent of the company, such as a State 
f arm representative in his own office^ Was it gotten from an insurance broker who 
handles insurance fo' many companies^ When the students return, review the informa- 
tH)n ^^■^thf:•rf•d. and relate these careers to the others in the field of insurance. 
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Group 

3 vVrit^- tKe folio/;:n^' insurance Crireers on the chdikboard: 

SALES AGE-NT ' POl ICY CHECKER 

INDEPENDLNI' AGEM INSURANCE COORDINATOR 

INSURANCE BROKER SALVOR TRAINEE 

BRANCH MANAGER INSURANCE EXAMINER 

UNDERWRITER CLAIMS ANALYST 

POLICY WRITER PREMIUM CLERK 

INSURANCE CONSULTANl BUSINESS AUDiTOR 

MARINE SPECIALIST CLAIMS ADJUSTER 

SALVOR AGENT FIELD REPRESENTATIVE 

Mayf' ^^•'tch stu-ient prepare a word scarcfi puzzle using the careers. Explain to the 
•.tijrjMfits ttiat ttuv ff'^'<y ^i^^ve twenty riiinutes to construct the puzzle using all of the 
care^-rs E <[.!airi that they should try to use as few spaces as possible and that the career 
t.^lesfTMy be writt^m across, down, or diagonally. You may want to include variations, such 
<3S words Arittc»n backwards or overlapping. 

Have studontsfiKiire the number of sr\aces they have used in their puzzles and recognize 
tlie winner. Have udents e/<c fian^,e puzzles, circling the caret r titles and checking each 
othpr to VH- tfiat all of tlu? career titles have been used in the puzzle. 

Individual 

1 Dtstributr> ttH.^ Student Handout ''30. "Insurance Career Scramble" puzzles for the 
student to work. When Mp has finished identifying the eighteen careers in insurance, give 
hifti s».*v^Tal of the resources identified under Special Media below. Ask him to investigate 
f-ach of tru- career titles and wr^te a short explanation of each of them. Tell him that he 
ma/ present the information in any manner he wishes a short story, a poem, a poster, 
huilf-ttn board, a fTionolo^ue, etc. Review the information he gathers with him periodically 
hi bf' f.»'rtatn [if understands each cart^^r researched. 

2. A > \\)r stii l'-nt to inven.tory his personal belongings at horrie using ttie Student Handout 
^ 31 • Per-.onal Possessions Pc^cka^^v"' When the student returns to school, ask him to 
rj 'if .1 - hfrk next to the t(Mi items of all those that he has listed that he would keep if he 
^onv- (;f tfiem. H.rje lum pl.Jce a check in the box in front of each item listed. 
A ,1- t^.^' -tufV-nt tnr,M>lain why fie ■^^fHf'Cted tfiose ten itemsfromall those he had listed. He 
-y) tins o.^■.^■ly or r^n paper. 

[ .f,i ,,n t'» th»' '.tu'W-fit that wtuM^ fu- out on Ins own working, he can buy insurance to 
;.Tii\i-r t his tir^nu.ia! iMv»-stf!tent in Ihr-rT), even if fie (Joes not own nis house. Tell him that 
r ci:!d buy a render's policy for a yery small amourit of money. Inform the student that he 
IS ^.oi^ni '0 .issume fu* is out and working, and he is going to purchase a renter's policy to 
prct^^ct his personal belon^^ings. Ask hirn to K^enttfy orally or in writing at least twelv* 
insurarv:^ carf-r-rs that would he irwolvf^d from tlie time he applied for the policy and the 
tr:-- it ,\,)\ to i^im Review tfw^Sf careers witfi hmi and discuss others that he Sdb 

Special Media 

1. rrp^s ■ Fo' Sf'S^e -/u^.t Watcii," Business Education Films 

■"/;.-.r},) 7;::j^' ir-, ir,|Mr ». V**ntur's" '/od^^rf: Tal^iru' Pif'ture Service 
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2. Fiimstnps: "Business of Keeping Promises/' Audio-Visual Associates 

"Careers In Insurance/* American Insurance institute 
*1f)surance Care-ers/' !ns*itute of Insurance 

3. Br>ekiets: "A Life Career/' Institute of Insurance 

"Careers in Property and Liability Insurance/' Insurance Information Insti- 
tute 

"It's Up To You/' Institute of Insurance 

4. Ca^-^er Opportunities^: Marketing]. Bw.iness and Office Specialists 

5. Ccvrer Opportunities. New York Life Insurance Company, "'Life Insurance" 

6. "Career '.VorlrJ." Vol. 1. No. 9. May 1973, "Surprising Scope in Insurance Careers" 

7. Dictionary of Occupational Titles. "Insurance" ''Salesman" "Claims" 

8 f.ncyclopedia of Careers and Vocational Guidarjce. Vol. I, "Insurance" 
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LEARNING ACTIVITIES 



UNIT TITLE lnsurdf)ro, Runnir^s the Ri%k UNIT ^4 OBJECTIVE ^2 
Group 

1 . Duplicate the career descriptions tn Student Handout ^ 32: "Insurance Career Clues" for 
the class and cut them apart. Distribute one each to fifteen of the students. Have each of 
them study the ciuesand see if he can identify it. Tell him to keep it a secret if he knows it. 
Divide the rest of the class into two teams. If an extra student remains, have him serve as a 
scorekeeper. 

Explain TO the students that each one of the fifteen students representing one of the 
insurance occupations will read one clue to his personality. A flip of the coin can deter- 
mine the team who may go first. Then that team may collaborate to decide who that risk 
personality is. The team receives one guess. If they are correct, they receive 5 points. If 
they are not correct, line other team earns a chance to identify the career. If that team 
cannot identify the career either, the student holding that clue card has a chance to win 
five points by correctly identifying the risk career. Remember, the cards do not have the 
career titles on them. If he cannot answer, any of the other fourteen career personality 
students may try. 

If no one ca n identify the career on the first clue, repeat the procedure for another clue, if 
none of the students can identify it on the second clue, have that risk personality read all 
of the remaining clues. If a team or individual guesses the risk career on the first clue. 5 
pomts are earned. If the career is identified on the second clue. 3 points are added to that 
team or person's score. If the risk personality is named on the third clue or set of clues, 1 
point is earned. 

If no student can identify the risk career, review the information with the students and 
explain that career title and description. Notice from the above game situation, that all- 
students, individual as well as the team, have an opportunity to win the game. The winner 
could be named "the insurance agent of the day" or the "insurance team of the week." 

2. Study the information in Student Handout *33: "Hollyv Squares" and give each 
stxident a copy of the directions if possible. Distrib^*: u d -^et for students to indicate 
whether they would prefer to serve as panelists (tike Charln .veaver), contestant (X or 0), 
moderator (ask the questions), score-keeper, judge, or authorities. Have ten students 
Sign under the panelists column in case someone is absent that day. 

As indicated m the directions, h:^ve each student prepare ten questions— in this case, 
about insurance and msu'-ance careers. Have the authorities review the questions, and 
submit their final copies to you Type these, if posstbie. on a large bulletin typewriter or a 
type /writer Mth an orator element Make transparencies of Tfies»:' questions, so they can 
b*^ pfOj*:»cted on ttie overhead screen as aoU as be read t)y the moderator. Supply each of 
thf' rufu* panelists Aith the nuest-ons and ans.vers. This is ^;oo(j reinforcement for them 
.Mrj provi'les them /;ith th^ corrf^ct inf orfnation to ^i^i' the ansAer or *'blaff" a contestant. 
!♦ tirn.' allo//s. rot/ite s^jM^^nts amonr, the va^ous positions, especially between contes- 
tants and parieiist ^. 

GO 
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Individual 



1 . Give the learner a copy of th*^ Student Handout ^32: "Insurance Career Clues" and have 
him study the clues to identify the insurance career that is explained. When he has 
completed studying the career clues and writing in the career title m the blank provided, 
review each the careers with him. emphasizing how each is involved from the time a 
policy IS initiate'^ until ♦he policy is issued. 

if possible, have the student visit a local insurance agency or office to observe the 
actuities and trr> to ^^nployees. When he returns ask him to present a review of his 
experience oraWy. in vvnting, or by some visual means. Perhaps he might wish to tape his 
report on a tape recorder 

2. After the stiKJpfit rujs become f.Tmiliar with risk careers in insurance and job descriptions 
of each pn-son. fi/rjf^ him ;2cop . of the Student Handout #34: "Insurance." Explain to him 
thdt there /irc ^:o,'ente(fn careers listed and seventeen allocations for Christmas bonuses. 
Remind fM^vi tti<it .ome of tt^e peopleare not salaried employeesof the insurance company 
or actual company p)ersor>nel. but that they serve the company by providing new clients. 

Be sure to explain to students that if there are any persons they do n6t think should get a 
bonus, they should leave that space blank and explain their reasoning on the back of the 
paper, if '(h-s s-iculd happen, then the student may wish to allocate that money to 
someone else. K so. this may a>so be included on the back with justification for the 
decision. 

When the stuaent h-as finished assigning the bonuses, ask him to explain why he chose 
the people he diO for: the high bonuses, the low bonuses, and the "middle of the roaders." 
Rev.ew the respo^isibilities of each and include those careers not On the list before the 
student is evaluated. 

Special Media 

L Occupation:}! QuVook Handbook. "Insurarce Agents and Brokers" 

2 OccupciUonjI Briefs, Science Research Ass .^tes 
' Insurance Adjusters" "Incvjrance Ager-is" 

GcfAipMioih'.il G.jidr!fKr- zlerio^. Fir<ney Company 

"Casualty UndePATiter" "Ftre Investigator" 

••instance Agent"' "Infirance Auditor" 

4. 0 : :ui::<^fto:v> .d-/ ^^.irr^t ' Sdles Occupations" 

^) ;Vf,/f'n/n>; ryA.up^^tton^ii Roi^". ^ork 6ncf^>. Sc/enrr /?ese<)r(:/? A,.soci.^tes 
' ;n^l•^)rI•■," '"v.-^-rts ' ' ll■.^^l^^n(:r• Adjusters" "Insurance Clerks" 
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LEARNING ACTIVITIES 

UNIT TITLE Insurance: Runnmgthe Risk UNIT ^4 OBJECTIVE ^3 
Group 

1. After you have covered the information in Student Handout ^^35: '•Policies For Protec- 
tion." develop some roleplay situations on types of insurance. Select students to roleplay 
the various situations questioning the class abou- each of them as they are completed. 
Reyie-A/ the five major kinds of insurance and examples of each during your summary. 

Three roleplaying situations v^hich you might use are: / 

Role Play ^1—W\r. and Mrs. Wooten have just returned from their honeymoon. Mr. 
Wooten e.irns an above average salary. Mrs. Wooten does not work. They have two cars 
/vhif.h are paid for. They have just bought a house. Mr. and Mrs. Wooten walk into the. 
C.ty-^t;jte Insurance office and ask to speak to Mr. Nolan. Mr. Nolan is an agent who has 
. beeti recommended to the Wootens as the man to talk to about their insurance nev^ds. Mr. 
Nfjian dec'des A/hat type of insurance services this young couple might need. 

Role Play *2^Mr. Peaton has just bought a roofing business which is located on Main 
Street. He comes into the City-State Insurance Company off ice to ask Mr. Nolan's help in 
determining what kinds of insurance he will peed for this business. 

Role Play #3 Gene Daley is 22 years of age. He just graduated from the local community 
college with a bright future in wholesaling. He saves a good part of his salary every month 
since he has no one dependent on him. He feels he must get advice on insurance, he is not 
sure if he needs insurance or not. Will Mr. Nolan please help him. 

2. Duplicate blank cards using Student Handout #36. *The Protectors," as a guide or have 
each student design his own. Rotate the types of policies under each column or have 
students write the policy types in the blanks of their choice under the appropriate 

column. 

Have each student wntefivedescriptionsof situations which would be covered by the five 
major k^ids of insurance. Thus, each student would prepare one each of life, health, 
social, property, and liability insurance. Prepare some additional descriptions yourself. 

Explain to students that you will read out the description of a business or consumer 
situation. Ask them to decide what kind of insurance would h.-BprJIe the situation. Have 
them looK on their cards and mark the specific type of coverage in that category which 
would protect the policy holder. 

- Inform the group thatjhe first person to obtain 5 types of insurance or blocks in a row 
■ ' across, down, or diagonally, should call "Protectors" to win the game. Relate various 
insurance personnel who could be involved in various situations. 

Insurance ^ „ ^ . u 

1 Gi^»^ thf^ learner a copy of Student Handout #35: "Policies ^or Protection and have him 
study ttK^ information. When he has covered the information, review the kinds of insur- 
ance and types of policies. Ask the student to complete the activities at the end of the 

h-Kidout and checli them wh^^n he has finished them. 
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When the student has co.r-pc! i . ".^'v^n^ i'J'* ^^uf .^3d; "Polices For 

Protection/' ask him to rearU-^ 'a. "ir, u--.^:^ .'d; . h>.-i '^i n :n the Student hand- 
out ^37. Discuss various typ -s of i. -ura-^C ' ' ;^ tr t >!t; tl.pt tney cover, and 
the msurance personnel v^' C •'pai f^ec-*' ; i-v:-. 

Gjvfethe pupil a copy of Stuck ^r* - : v^nr j investigations/' and have him 

complete each section. Afte. ;v - .^^ ^i.-: ^f^r^' : SI uMt. discuss his answers clarifying the 
kindbuf insurance and the $ti.i<./o'»L ea-. i;.;^ r. handles^ 
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transportation"-^ 
getting them there 



TRANSPORTATION: GETTING THEM THERE 

Competency . 

Ability to relate the transportation businesses nnd marketing careers to the movement ot 
people and products for various business and consume^ situations. 

Objectives 

1. Given the five major methods of transportation, the student v^ill identify tv^o marketing 
careers for each of the five methods v^ith 80°o accuracy, (knov^ledge) 

2. Given job descriptions of ten transportation careers, the student will give the correct job 
title and the transportation industry in which that career is found with 80% accuracy, 
(comprehension) 

3. Given five business and consumer situations, the s.uda. t will select the transportation 
businesses and marketing careers which would be appropriate for the situations with 
SO'v accurr^cy. ' . 

Concepts . 

1. Transport.^tion provides the service of physically moving property md people from one 

loc.3ticn to another, 

2. Five major methods of transporting people or property may be used: 

a. Air Carrie's - pas*^enger airlines, cargo aircraft 

b. Waterways "leisure liners, barges, freighters, tankers 

c Highways -buses, moving vans, trucking companies, vehicle rentals, taxis, 
limousines ' 

d. Railroad -commuters passenger trains, freight trains 

e. Pipeline -liquids such as water, oil, grain, chemicals, gas 

3. BusifKfSses v\ ithin the transportation industry offer many, varied marketing career oppor- 
tuiitties: 

a. Airlines ^airline stewardess, flight control specialist, ramp attendant, cargo agent, 

flight superintendent, airline dispatcher 
b W.iterways waterway traffic checker, longshoreman, dock boss, importing clerk, 

pxpo'tHr manager, baggagemaster. purser, steward 

c. High/;dys -motor dispatcher, routeman, rate clerk, bus tracer, claims adviser, 
baggageman, taxicab driver, limousine router 

. '\ R.iHrrvKj rondur.tor, stationmaster. porter, brakeman, callbov 
.V Pipeline pumping station operator, dealer recruiter, field supervisor (oil), meter 
reader, water dispatcher, watermaster (water) 

4. Many marketing service businesses depend to some extent upon the transportation 
industry for tiieir success: 

a. Travel agencies and tour guide services 
b Entertainment and amusement attractions 

c. Lodging and eating accommodations 

d. Novelty, gift, and pf-rsonal service stores ' 
Stf)ra,;*:-» coriip.ini^'S 
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5. The transportation industry is a vital link maintaining our highly complex standard of 
living with constant movement of people and products. 

Equipment 

1. Overhead projector, bulletin board, chalkboard • 

2. Filmstrip projector and 16 mm film projector 

3. Reel or cassette tape recorder and record player. . 

Materials 

1. Films: /'Careers in Transportation," University of South Carolina 

"How to Succeed Without Really Flying," Federal Aviation Admin. 
"Is a Railroad Career For You?," AIMS Media Service 

2. Filmstnps: "Airport Service" Series, Educational Development Corp. 

"Airport Travel" Series, Colonial Film's, Inc. 
"Careers in Transportatiori," Pathescope Educational Films 
•'Transportation: Art Ocean Port" Series, Ed. Development 
"Transportation: Our Railroads" Series, Ed. Development 

Cassette Tapes: "Careers Unlimited— Transportation," Classroom Productions 

4. Booklets: Go/ng P/aces /n 0/7, American Petroleum Institute - 

- iob Expenence Kit: Truck Driver. Science Research Assoc. 
Marketing Careers in the Jet Age, Chronicle Guidance 
Ned the Taxicab Driver, Webster/McGraw-K^II Company 
On the Road With the Trucker, Chronicle Guidance 
Opportunities With Texaco, Texa:.o Oil 
Opportunities in the Trucking Industry, American Truckers 

5. Career Opportunities, "Traffic Manager," New York Life Insurance 

6. Career. Opportunities: Marketing, Business, and Office Specialists 
Career World, "Air Transportation,". December 1972 

"Airline Flight 'Attendants," December 1973 

Dictionary of Occupational Titles, Volumes I and II 

Encyclopedia of Careers and Vocational Guidance, Volume I 

Finding Your Job, Finnay Company 

Handbook of Job Facts, Science Research Associates 

Occupational Guidance Briefs, Chronicle Guidance Publications, Inc. 

Occupational Gujdance Booklets. Finney Company 

Occupational Outlook Handbook, "Transportation," U.S. Dept. of Labor 

Occupations and Careers, "Exploring the Occupational World" 

Popeye and Careers in Transportation, King Features 

Project Loom Units. Florida State University 

Widening Occupational Roies-Work Briefs, Science Research Associates 
Working in the Transportation Industry, Fairchild Publications 
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Supplies 

1. Posterboard. construction paper, white-paper 

2. Rulers, scissors, glue, crayons, colored pencils, magic markers 

<» 

Special Resources 

1. Student Handouts 39-46 

2. Commercial game: "Money Card" by American Express Company 
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THE TRANSPORTATION SCENE — KEY 

Any t wo of the following careers may be given for each method. ■ 

Airlines-^anUn^ stewardess, flight control specialist, ramp attendant, cargoagent, flight 
superintendent, crew scheduler, reservationist, ticket agent, schedules analyst 

l^a^emays— /waterway traffic checker, longshoreman, doc4< boss, importing clerk, ex- 
porter manager/baggagemaster, purser, steward 

Highways --motor dispatcher, routeman, rate clerk, bus tracer, claims adviser, baggage- 
man, taxicab driver, limousine router 
/ * 

Rdffrocid conductor, stationmaster. porter, yardmaster. scaler, callboy, motorman, 
brakeman 

P/pehne - pumpi rj;.' station op^ator, dealer recruiter, field supervisor (oil), meter reader, 
water dispatc^ier. watermaster, gager, services assistant (water) 

Eight correct answers for 80°o accuracy will satisfy objective ^1. 







INDUSTRY 




CAREER 


INDUSTRY 


1. 


Watermaster. 


Pipeline 


6. 


Dealer Recruiter 


Pipeline 


2, 


Conductor 


Railroad 


7. 


Stationmaster 


Railroad 


3. 


Baggageman 


Highways 


8. 


Bu^ Tracer 


Highways 


4, 


Export Manager 


Waterway ' 


9. 


Ship Steward 


Waterways 


5- 


Stewardess 


Airline 


10. 


Ramp Attendant 


Airline 



If the '^^udeDt answers 16 items correctly for 80% accuracy, he will have demonstrated 
ijccepla le performance for objective ^2. 



T-hese trcinsportation businesses cMid dny two careers shoutd have been recommenderl for 
each situatian. 



BUSINESS 

1 . Trucking, Company 

2. AirUne 

3. Car Rental 



MARKETING CAREERS 



Truck Driver 
Traffic Manager 
Stewardess 
Ramp Attendant 
Ticket A^nt 
Reserva/fionist 
Rental pep. 
Pickiip 



Freight Rate Clerk 

Loader/ 

Steward 

Hostess 

Skycap 

Reservationist 
Station MarVager 
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4. Passenger Train 



5. Shipoing Company 



Ticket Agent 
Porter 
Motorman 
Porter 
Dock Boss 



Conductor 
Brake man 
Cailboy 
Stationmaster 
Importing Clerk 



The businessandtwocar^ersforeach number should have been recommended fore total 
of 15 answers. If 12 of these 15 answers are correct for 80% accuracy, the -tudent will 
satisfy objectJve ^3. 
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THE TRANSPORTATION SURVEY — KEY 

Anv tv-vo of the fol!o.v;ng Careers may be given for each method. 

Airlines ~-a?rlme st j -vardess. flight control specialist, crew scheduler, ticket agent, ramp 
attendant, reservationist. cargo agent, schedules analyst, flight dispatcher 

vVafervv ./s---vvater>^ay traffic checker, longshoreman, dock boss, importing clerk, ex- 
porter manager, baggagenaster, purser, steward 

Hf^hA'ays —motor dispatcher, routeman. rate clerk, bustrac^*r. claims adviser, baggae^- 
man. taxicab driver, limousine router 

Pr^Voad -conductor, stationmaster. ' porter, brakeman, motorman, callboy. scaler, 

yardrY^aster 

Pipe-^ne - pumping station operator, dealer recruiter, field supervisor (oil), meter reader, 
water dispatcher, watermaster 

The student wii! have demonstrated satisfactory knowledge for objective 1 if he receives 
a score of 8 or SO'c accuracy on this test item. 



1. Watermaster 

2, Ramp Attendant 
3- Conductor 

Sn-p SteAa'-d 
5 Baggat;emap 



PiDe'ir^e 

Airline 

Ra:lr-oad 

Waterways 

Ht^nwa^'s 





CAREER 


iNDUSTRY 


6. 


Bus Tracer 


Highways 


7. 


Export Manager 


Waterway 


8- 


Stationmaster 


Raiiroad 


9- 


Stewardess 


Airline 


10. 


Dea'er Recruiter 


Pipeline 



^^u::ent acr^eves 30^c acciiracy or a score of 15 correct answers on thisevaluation 
:e .V ha'.e snc^n accectab^e c-rcrf ;c:ef^cy for objective ^2. 



, nesses ana an y t.vo care-rs s^ou^r ha Deen recommenced f or 



1 T-i> 



rKETr^G CAREERS 
:w Driver 



Freight Rate Ckrk 
Loacer 



StrA^^rcess 
RamD Attendar 
T'.c^'-et Agent 
Re5ervat:cn:st 



Steward 
Hostess 
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3- Car Rental 

4. Passenger Train 

5. ^ Shipping Company 



Rental Rep. 
Pickup Man 

Ticket Agent 
Porter 
Motorman 
Porter 

Dock Boss 



R^iservationist 
Station Manager 

Conductor 
Brakeman 
Cailboy 
Stationmaster 

Importing Clerk 



The business and two careers for each number should have been recommended for a total 
of 15 answers, tf 12 of these 15 answers are correct for 80% accuracy, the student will 

satisfy c^^iective *^3. 
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LEARNING ACTIVITIES 

UNIT TITLE Transportation: Getting Them There UNIT «-5 OBJECTIVE *7 



Group 

1. D'-aA a hangman's noose on the chalkboard - i.^ ead projector. To the left of it place 
enough blank lines to represent the .vord Ir; r,;;pr>').jtion. 



r 
6 



E xpl3ir. to the studentsthat they are going to learn about an interesting marketing career 
area that is involved Aith movmg people or property, as you have two teams alternate 
c^uessjr,.^ the letters. Remember that letters correctly guessed are written in the appro- 
priate bianks and those incorrectly identified are written below the line. The team who 
;^uesses the -Aord nefore the ten parts of a man are drawn wins the game. 

Ask students Ahat kinds of transportation there are. DeveloD a discussion about the five 
:-.ethods cf transpcrtation— airimes. highways, pipelines, railroads, and waterways. In- 
vtl-, sus^estjons of examples of these transportation carriers. Highways, for example, 
^ncaide de'ivery vans, buses, tractor-trailers, and mc\;ing vans, and pipelines transport 
such things as v.ater. o:i. gas. and gram. 

p> . -de tne class into f .ve groups and assign each group one of the five m.ethods. Have each 
rrO'iD ^r.est^gate the careers wh:ch may be found m that transportation mdustry and 
t.p--s of oroducts and services that are performed. Provide the following ma"3nals m the 
dassrocm: D-cVona^r of OccupaPona} T/t/es. Encyclopedia of Careers and Vocational 
G:j:d^rze HardC'Ock of JcD Facts. an:ithe Qccupattonal Out!ook Hanccook. Obtamanyof 
Tr>?^otheV materials hsted under -Special '.ledia" en the following page that you can, 
-rernate. letting students go to the lib-ary. 

As^ :he St jdents m each gro^D tD p-esent ther information to the eniire class in any 
m.rr.ne-the> .v:S^. such as^a pa^^el :^iscus5ion. demonstration, bulletin board, poster, or 
■: >L -a^ E * p' 3 n to each grc'j;^ trrat the only reauirement is to cover the topics and provide 
sor-e . s-a' sr^o.Mn;^ cf "the careers involved m that transportation method. 

2 As^: e?ic^. student to indi/idua^'y write do/.n as many transoortat'on careers as he can 
^r^;-^'^-^ :r, o'>' ---r^.^.te. ^r=.r students an j ask them to compare their career lists and see 
-IDA man, t^-ansportation careers they can name between them in two minutes. Next 
c"'ac-^ t--e o'ass in ^rouns of to^.r an:j ask them to com.pne a tist of as m,any transDortation 
la-llr^ as the/ can n ^Dur m nutes. 'wVr^te the ^^-e methods of transportation on the 
:ha'-b:ara and have st^c-nts ^rom the g-ouos ^ame careersf or each of them. Add career 
: t^es r^ose methods Ah:ch are hckmg. poss Dl> pipeline. 

Group 

1 D :1v the c^:^f>s :-tc ^-cuos 'o.r '^^^e dents and g^ve ea:h grcu;:) a coay o: .he 
St^rl^-^t ^^-00. it -3?: *"''a'-SDO^tat!on T-a ts ^a;;e the group cut the stnps apart and 
o7:e":^e : vent.-^ ve o^->0'-a' charaot-^rist^zs -"^^ the tah^e, ^^rje -oas :f t:ve characteris- 
tics ^5- t-^e^- a'e s^^o^-^ o--^ •"•e h?-ic:out. 



65 



Ask each student to take a sheet of paper and write down the five characteristics which 
best describe h.m. Then ask the student to write down the five characterisfcs which he 
thinks best describes each of the other members in th.- group. When all of the students 
have finishea. have them compare answers and d.scuss why they selected some charac- 
teristics in place of others. 

Then have each student in the groups write down the five characteristics that they think 
are most important for a transpor* -tion employee to have. Have each student write down 
a method and related career for each characteristic. Have students compare characteris- 
tics that they thought were most important and why they selected the ones they did. Have 
them relate the method and career that they matched to ttie various characteristics. 

'"'''Give^the student a copy of the Student Ha idout *40: -Transportation Probe" and give 
him-about twenty minutes to complete the word search puzzle. When he has finished 
discuss the five methods of transportation that were identified within the handout. Ask 
him what some examples of each would be. such as leisure liners and tankers .or the 

. waterway method. Review the transportation careers and where these people are em^ 
ployed. 

2 Distribute the Student Handout *41: "Transportation Through the Channels" to the 
learner When he has completed the chart, ask the student to identify how many transpor- 
tation careers he can thmk.of for each of the methods he has uieu,. After the student has 
listed all those he can think of on the back of his sheet, review the five methods of 
transportation with him and explain the various career opportunities available to him or 
her. 

Special Media 

1 Career ■JVorld. "Air Transportation." December 1972. 

"Airiine Flignt Attendants." December 1973. 

2. Finding Your Jot. Fmney Company 

Airlines Porter Gloving Van Loader 

Airport Line Boy Redcap 

Dockman Room Steward 

House Wover-s Helper Tray Packer. Airline 

3. OccupatiomI Bnefs. Science Research Associates 

Airline Stewardesses >mport and Export Workers 

Airline Traffic Agents Servi cf- R ^ pr^pnt;^tiv e5, tlMities 

Airline Traffic Clarks Traffic Manager 

Drivers. Long-Distance Travel Agency Workers 

4. Occupatona! Gmdance S.^sfe. Ch-onicie Guidance P'jblications. Inc. 

Gas Distribution Occupation Ticket Agent 

P5i:road Trar.socrtation Indus:-.- Traffic Manager 

Recreation Leader ;DTecto-! Travel Counselor 

Taxcab Dri -r 73 Truck Driver 
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Occupational Guidance Booklets, Finney Company 



Air Traffic Controller 
Air Freight Handler 
Airline Reservationist 
Airhne Station Agent 
Airline Stewardess 
Bus Dnver 
Claims Adjuster 
Customs Inspector 
Dispatcher. Freight 
Driver. Delivery Service 
Freight Solicitor 
Imponer 

industrfa! Traffic Manage- 



Pvloving Van Driver 
Purser, Ship's 
Railroad Conductor 
Railroad Industrial Agent 
Railroad Station Agent 
Rate Clerk 

Recreational Services Director 

laxicab Dispatcher 

Taxicab Driver 

Tourist Guide 

Traffic Manager 

Tram Di<:.pdtchef 

Travel Agent 



Pooevt* sncj Careers m Transportation, King Features 
Project Ldotj Un^ts. Florida Stato Uf^vers-'t^ 

Ajr;me Stewardess Traffic Controller 

TruCH Dnver Taxicab Drivr-?^ 



iVi^len n£ Occ: .:at<z-n3: Ro^rs .'^O'**' Bne^s. Science ^ese3r-:h Associates 

Trsfic Contrc'!e-$ Bus Dnvers. Long-D^tance 
A-rhne Dtspatc^e-s Dnvers, Local 

^jri.ne Ste-Aa^'desses Taxi D^-'^ers 

A."tne Ticket Agents T^a^^'ic Managers 

T?-LiC*^ D'^ive'S. LO'^g-DiStance 
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LEARNING ACTIVITIES 

UNIT TITLE Transportation: Getting Them There UNIT #5 OBJECTIVE #2 



Group 

1 . After you have covered basic information concerning th^, tran<ipcrtation careers and their 
job descriptions, as found in Student Handout r ainsportation: Getting Them 
There." explain the directions of the game activity ;:nsportation Twirl" of Student 
Handout #42. ff possibJe, give each student a copy of the infofmatton. 

Assign the questions in advance, so that you may •e^'-^w and edit them. If possible, have 
them typed on a bulletin typewriter or a typev^v ^ith an orator element, and make 
transparencies of them. Ask students to make le final questions on the five sets of 
game cards. \f you can . put each transportation^ fn^"^hod^* career questions on a different 
colored piece cf paper. Then play the game a^ Hi*^ect€vl. 

2. Assign each student a transportation career to ^srtsstigate. Ask the student to develop a 
character sketch of his cafeeV person. Have h>n^ ^:xplore the opportunities in the commu- 
nity or nearby cities. Have him interview if ^.^r sible, in person or on the telephone, 
people who are employed in the occupatior^. 

When he has completed the project, ask to display a one pa^j ,nfonnation sheet in 
the room. Have the students review all of t^^t c52ri^ 's pr^'jects. R*fview with them the major 
transportation jobs available and the re^o« v\S3itjes or duties of each position. 

Ask each student to prepare two job desc^ ir^'ive r^^ntenc'rv ^or his career. When all of the 
students have completed the descriptions, «xp:;>x- to t *^v,.dents that they will partici- 
pate in a transportatfori activity. Provide so-;- r r^i^-: ^ ^or ^ student who earns the most 
points, such as exempting the quiz or receivt ;i: >:^^'^ .v gum. 

CDile:-t all of the job descriptions from the student? . sure that they have identified 

the career title on each description care*. Read ioc- job descriptions and let students 
guess the correct careertitle^ Having two of each jccdescriptioii will helpto reinforce the 
inf a:-n\ation as ^ell as retain the attention a? i.^??..- :rrt:dents. The student who identifies the 
rn-!>it careers is declared the '^Career Sct^c>^?---:.' 

ifttfividual 

1. Gi-^th<? ;earr>er a copy of trie infornx-t : sheet Student Handout ^43: •Transportation.- 
Getting Then There/* Give the stude^:; ab<xjt fifteen minutes to study the career informa- 
tion. Revii^ i*^ the transportation carrt^'^ witn him. emphasizing the job descriptions and 
giiCtng h:m exarnples of oeople ar?d places in your area of the r4ate. 



Rf?v^e A tne various tran sport?. i'Ctn r areers and thei^ respansibiiities with the student and 
H'.'^ h:m tt>e Student Handou; ? **i r.2nsportation Thinkers.*' Each of the sjtuations 
mcj^des the job title an-:! job descriotion of certain key transDortation C3reer5 in aif five 
ne^h'Xis ct ira^spo»-tnt:on. When tb^ student has ccrnpleted the handout, review his 
■7 TSxvers ^^.ith hi-n. if other studen^.- --^re g^ven this s^eet, »t would make an excellent 
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Special Media 

L Films: -Careers m Transportation." University of South Carolina 

-How to Suceed Without Rea'ly Flying/' Federal Aviation Admin. 
•'Is a Railroad Career For You?;' AIMS Media Service 

2. Fitmstrips: "Airport Service" Series. Educational Development Corp. 
"Airport Travel" Series, Colonial Films. Inc. 
"Careers :n Transportation." Pathescope Educational Films 
•Transportation: An Ocean Port" Series. Ed. Development 
••Transportation: Our Railroads ' Series, Ed. Development 

3 "Careers Unlimited— Transportation." Classroom Productions 



4. Booklets: Going F'<>,;x?s m OiL American Petroleum Institute 

Jod Ex: ^u}^'''^ce Kit: Truck Driver, Science Research Assoc. 
Marketng ( ^v-cf^e^$ in the Jet Age, Chronicle Guidance 
Ned the faxicab Driver, Webster/McGraw-Hill Company 
On the Road With the Trucker, Chronicle Guidance 
Opportunities With Texaco, Texaco Oil 
Opportunities m the Trucking Industry, American Truckers 

5. Career Opportuntt'es. '^Traffic "Manager". New York Life insurance 
5. Career Opportunities: Marketing, Business, and Office Specialists 

7. Dictionary of Occupational Titles. Volumes I and II 

8. Encyclopedia ofCareersarrd Vocational Guidar^ce. Volume I. "Air Transportation." ''Bus 

Industry." ••Marine Transportation." •'Natural Gas Industry." '^Petroleum Industry." 
^'Railroad Transportation" and "Truck Transportation" 

9 Hanabook of Job Facts, Science Research Associates 

10. Occuoatjonal Outlook Handbook, "Transportation," U. S. Dept. of Lat)or 

i L Ozcuoatfons afod Cc?reers. Exploring tt>e Occupational Worid"^ 



12- i\orking in the Transportabon Industry. Fa;rchild Publications 
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LEARNtNQ ACTIVITIES 

UNIT TITLE Transportation: Getting Them There UNIT #5 OBJECTIVE #3 

Group . 

1 Provide each student a copy of the Student Hanciout #45: ^'Transportation Trace. 
E^xpiain to students that each of the designated products must be transported from the 
natural producer to the processor or converter. Tne goods must thin be sr t to a central 
'distributor or wholesaler. From this point the goods must go to a lOcal retailer within 50 
miles- The retail outlet musahen deliver ittothe consumer or use^ The student may w.sh 
to use a marketing service industry as a user serving the consumer. In this case, the 
retailer would rncst likely be eliminated. 

Each of the products has been given a starting point for the c-^igi ial or natural producer. 
Supply the students with five different colored pencils, crayons, or felt tip pens. Have 
each ccior represent a different mode of transportation. Explain to students that they 
"nay choose the cities m vvhich the processing or converting producers, wholesalers or 
distributors, and retailers or marketing service mdu?.tries are located. After he selects the 
cities for each product. h3ve him take the vai ious colored pencils and trace the methods 
of transportation^ which ;uould be used to get between the designated points. 

When the student has completed hii, transportation trace or^ the map. ask him to select 
one of the products and identify the transportation careers which would be involved 
throughout the channels of distribution for that particular product. Have him list these m 
th^ spaces provided on the handout. Display these around the room and have students 
review them. Have vanous students explain the products and methods of transportation 
they selected and the careers that were involved in each situation. Then review the ftve 
methods and the careers found within each of them. 

Discuss sd^ examples of consumei-. travel situatioPis and have students identify the 
.kinds of transportation that they would use if they were m those situations. Ask then- to 
name some careers thift would be contacTea by the traveling consumer. 

2- Deve^oo transportation business scenes in the classroom, such as a train station ticket 
counter, a sh.pping dock, an arrime loading ramp, and a car rental desk. Develop some 
consumer and busmess situations for the students to simulate in groups. 

Divde the class mto the number of groups for w h;ch there are business scenes. Give each 
group a situation whic.- would be handled in a different setting. Have each group decide 
the bus^ess that wvouid handle the situation and the marketing career personnel who 
would bed^ectiy involved. Have tht^m moveto tne business setting and assume the roles 
of the careers. 

Individual ^ , . 

1 Give the student a copy of Student Handout f 46: "Transportation Sirua^ons and ask 
h:m *o check the types of transportation that he would recommend tor the given con- 
surr^r and business situations. After he has completed the exercise, discuss the situa- 
tions with h;m aski ng h^m to explain the type of transportation he chose for each situation. 

Ask the student to ^e-ate the marketmg careers that would t>e directly mvot. ed m each 
Situation w th the consumer or busmess. 
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2. Ask the student to list the following types of transportation on a s*ie< 
railroad, trucking company, leisure liner, shipping company, bus.lin 
rental. With these types of transportation businesses listed on the le 
ask the student to identify the main reasons that consumers or bu^ 
these over others in given situations. For example, air travel is used 
and businesses primarily to save time. 

Reviewthevarioussituationsinwhichthedifferenttypesof businesses . \*'d be selected 
and the marketing careers that would be directl; involved. 



of paper: airline, 
•ne,taxi, and car 
of the paper, 
">es would use 
T consumers 
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communication: 
ffeeiing the vibrations 



COMMUNICATIONS: FEELING THE VIBRATIONS 



Competency . 

Ability to relate the marketing careers lo the services provided by various communications 

industries. 
UDjectives 

1 Given four ccmmunications businesses and ten marketing careers in communications, 
the student m\\ match the careers to the businesses with 80% accuracy. (Knowledge) 

2. Given ten communications activities, the student will distinguish the marketing careers 
involved m the activities w;'.:i SO^'o accMr^cy. (Comprehension) 

3. G'.ven four (jommunicat-ons situations, tne student will predict which communications 
ou^iness and mar^^eting career could best handle the situations with 75°o accun"^cy, 

i'AppVication) 

Concepts u 

1. Thecorr-iTTT.unications industry a«ds people in exchanging mfr^-.Ttion through sight ana or 
heartng. ^ylajor areas o^ the ndustry .nciude telephonr^ -pj^oh companies and the 
-9nass media. 



V" '^ost mass media businesses, such as ne^vspapers. radic. and television, provide both 
comm;r;;cat!ons services as v^eU as promotional business services. In this unit we will 
discuss those markettn^ careers m the mass media which 'are primarily involved in 
transmittiPi^ ■.nfcrmation. rat^e^ than promoting a product, service, or business. 

3 'frrcr -r-aiO" cD'-T^^Lnicat'ons businesses and marketing careers available within ^hem 



Publishing Companies (Nfr^wspapers, Magazines, BooKs) 



Covers a certa.n iocs! territory^ for news ?n the field, such 
as D^zVice headauarters or government offices, for a 
ne-vsp^per 

Suoe^.ises ail ioca» reporters and detern^es what 

stories snoj;d be covered 

S^ioe-'wises d:stnbjt?on of ne^-vS3a;:>ers and magazines to 
s^oscribers and deaiers 

/v'«tes com-rentary articles on general o*^ sp»=»cia:ized 
t"'0""^ ra*^i"^r thar re>v'- stories 

.Vrites heao; res a-d checks re-po^ers ma-iercais to co^- 
er^c's -nd re^fte 'f necossary 



so 



Correspondent 



Critic 



Editorial Writer 



Genera' Illustrator 



General Reporter 



Works away from the home office town and relays stories 
by phone, cable, wire, and mail. (Examples: Foreign, 
State. Washington) 

Attends entertainment functiorisand reads publications^ 
writes reviews for plays, books, television, etc. 

Prepares $ho»t articles of opinion which appear on the 
editorial page of a newspaper or magazine 

Sketches or draws pictures for articles, stories, humor, or 
editorials / 

Cover's a variety of news as it occurs and as tips come into 
the office 



Inserter 

Managing Editor 
News Carrier 



Places special sections, circulars, or announcements 
within newspapers or m^gazine^ 

Directs all other editors and personnel and iias the final 
say in hiring, firing, and personnel activities 

Delivers newspapers to subscrJ^ers, sells them around 
town, r.tocks news vendi^.g machines 



Researcher 
Rewnter 

Specialist Reporter 



Gathers and checks facts for writers ar.d e.^itors 

Takes news facts over the telep^^one and writes the story 
for prmt ^ • 

Writes for a specific area of knowledge, such as sports or 
busmess 



Announcer 



Broadcasting (Radio, Television, Films) 

G\\es information ot interest, introduces shows, may act 
as a moderato." inter\';ewing guests 



Anaivres. rnterp^ets. and b'^oadcasts news received from 
.arious sources 

Prepares S-oecia^ announcements, f Miers, and news bui'e- 

.r-'ns for the air . " 



Supervises act>v !ses of r:«er^ormers i^nd technical work- 
er for a procjction 

Hosts a "acio r:-.usic s'nox\. provides entertaining chatter, 
inte'views euests. a^nd reads con^mercial? 
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Floor Man 

Newscaster 
News Director 

Producer 

Chief Operator 
Connmerciai Represer^.tative 

. Customer Serv;ce Engineer 

\* . ^ 
ft 

' GrouD Sc^pe^'visor 

Operator, 
( 

Sei^vice Assibtant 
Service Cbsevwer 
Service '^epj'esentitive 

U'tTT Super *, sof 
Ca'-^ Vr'>sent:e' 

Vesse-^^e' , 



Holds cue cards for performers, checks props for p;^ce> 
ri^nt. informs performers rn positions and directions 

Writes daily news stories and delivers them on the air 

Supervises all broadcasting news workers and activities 
for a station 

Directs all personnel and activities for a show, selects 
scripts, handles finances 

Telephone Company 

Directs all activities of operators, assistiints. and group 
supervisors 

Contacts business customers to assist them in determin- 
ing the service and equipment they need 

Sells complex equipment to la^^e business customers 
and explains its use 

Oversees a section of operators ar i assistarits for an area 
of service 

Assists customers by making long distance connections, 
pfovidfng local unlisted numbers, and giving assistance 
in maKing c^Us \ 

Trains and develops operators for different areas of ser- 
vice 

Checks Aith customers tc determine the quality of ser- 
vice given to customers 

Handles customer inquiries, recommends and se!;s the 
types of se^^^^ce and equfprnent needed by individual 
customers 

T7a:ns and directs a group ol service representatives 
Telegraph Company 

Telephones acdressee and reads the telegram, message 

to "^im 

Supe-/:se- a'i oersonnel and activities in a telegraph 
De- vers teiesra^s to addressee a'^^d co'iects ctiarges 
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Receiving 



Soles-Servic ; Engu.'^or 



Service Rater 



Jelegrapher 



Tracer 



Accepts telegraph messages by phone or in person, 
quotes charges, and may accept money 

? Works v/ith businesses and agencies in the selection and 
use of telegraph equipment 

Counts words in a message, determines charges, and 
makes che cost on the message for billing 

Trant^mits and receives message's using the teletype 
equipment 

Follows-up customer inquiries concerning telegraph 
messages sent 



Equipment 

1. Overhead projector, projection screen, bulletin board 

2. 16 mm projector, slide projectoi^. filmstrip projector 

3. Tape reco«'der. record player, video tape recorder 



Materials 

1. Films: "Careers in Broadcast Kews" 

"Is a Career in Radic "(^ 'evision For You?" 
**The journalists" 

2. Filmstrips: "Career Expl tion" 

"Careers in h). naking" 
"Careers in Journalism" 
"Careers in Television" 

3. Cassette Tapes: "Career Development: Radio Broadcasting" 

"Careers Unlimited; Broadcasting" 
"Career tapes; Telephone Operator" 

4. Career Opportunities: Marketing, Business, and Office Specialists 

5. Career Opportunities Series, "Should You Be a Reporter?" 

6. Career WorfcLMagazme, Vol. 2, No. 7, March. 1974, *'Jobs in Journalism" 

7. Careers Briefs, Careers Publications, Inc. 

8. Careers m ComrDunications pamphfef 

9. Dictionary of Occupational Titles. Volume I 

10. Encyclopedia of Careers and Vocational Gui^lance, Volume ♦ 



7« 



11. Han-jbook of Job facts, Scier.f - Research Associates 

12. f'rffihl/ '^'.-nf:':. "PuDlisliin,;" 

13. Occijpationrjl A/^arenes'y, Mini-Briets 

14. Orcup^ition^! Bnefs, Science Research Associates , 

15. Occuprition^^f Guiriance Booklets. Finney Company 

16. Occupcittonal Outlook Hdndbook. U.S. Department of tabor 

17. Popeyr :in:j Communications and Media Careers, Comicbook 

18 Project Loon) Units. "Radio Announcer'." "T,V Announcer;;' "News Reporter" 

19. i\'r!f.^fi!f^i,: Occupational RoU^s V.'ork Briefs. Science Research Associates 

20. Your Job in Distribution 
Supplies 

1. Posterboarcl. constnjcttofi paper, card stock 

2. ^^/la^^c fTiarkers. felt tip pens, colored pencils, crayons 

3. Glue, scissors, tape, staplers, thumb tacks, rulers 

4. Transparency acetates, cassette tapes, video tapes 

Special Resources 

1. student Handouts. ^47-49 

2. Guest Speaker 
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THE COMMUNICATIONS SCENE — KEY 

1. The Dusiness letters should have been matched to the careers-. 



1 

i. . 


Operator 


A 


6. 


Columnist 


C 


2. 


Tracer 


B 


7. 


Rewriter 


c 


3. 


Copy Editor 


C 


8. 


Messenger 


B 


4. 


Announcer 


D 


9. 


Service Rep, 


A 


5. 


Commentator 


D 


10. 


Floor Man 


D 



A score of 8 correct answers for 80°o accuracy will satisfy objective #1. 

2. These communications careers were described: 

a. Messenger ., Telegrapher 

b. B'eat Reporter Chief Operator 

c. Commentator h. News Carrier 

d. Service Representative i- News Director 

e. Correspondent !• Managing Editor 

if'the student correctiy identified 8 careers for 80% accuracy, he will complete objecti- 
. "2. 

3. The follcwin^ comrnur^ications busmess and marketing careers should hancjie each s 

IJcitlOn: - 

Busirws^.os * Careers 

a. Telephone Company Service Representative 

b. Telegraph Company ^ Tracer 

o 

c. Pubiishmg (Newspaper) ^ . Beat Reporter 

d. Broadcasting ^ Newscaster 

When (he learner achieves 6 correct answers for 75% accuracy, he passes objective # 
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THE COMMUNICATIONS SCENE — KEY 

The Dusiness letters should have been matched to the careers: 

1. Operator A 6. Columnist C 

2. Tracer B 7. Rewriter C 

3. Copy Editor C 8. Messenger B 

4. Announcer D 9. Service Rep. A 

5. Commentator D 10. Floor Man D 

A score of 8 correct answers for 80°o accuracy will satisfy objective #1. 

These communications careers were described: 

a. Messenger ., Telegrapher 

b. B'eat Reporter g- Chief Operator 

c. Commentator h. News Carrier 
cl. Service Representative i- News Director 

e. Correspondent J- Managing Editor 

if'the student correctiy identified 8 careers for 80% accuracy, he will complete objective 
The following comrnur^ications busmess and marketing careers should hancjie each sit- 

IJcitlOn: - 

/j(ys/nesses * Careers 

a. Telephone Company Service Representative 

b. Telegraph Company ^ Tracer 

o 

c. Publishing (Newspaper) ^ . Beat Reporter 

d. Broadcasting ^ Newscaster 

When (he learner achieves 6 correct answers for 75% accuracy, he passes objective # 3. 
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THE COMMUNICATIONS SURVEY — KEY 

The b'lsiness letters should have been matched to the careers: 

1. Operator • A 5. Columnist C 

2. Tracer ^ B 7. Rewriter C 

3. Copy Editor^ C 8. Messenger B 

4. Announcer * D * 9. Service Rep A 
.5. Commentator D iJ. Floor Man D 

A score cf 8 correct answers for 80°o accuracy will satisfy objective 1. 



These communications careers were described: 

a. Messenger 

b. Beat Reporter 

c. Commentator 

d. ^ Service Representative 

'e. Correspondent ' " 



f. *. Telegraohcr 

g. Chief Operator 

h. News Carrier 

i. [Mews Director 

j. Managing Editor 



If t^M? studf>a4 correctly irjentif led 8 careers for 80''o accuracy, he v^ill corT]plete objective 



I tie (n!iowtfu.i cofnr-. uniccitions busuiebs and marketing careers should handle ^ch sit- 
uation: 



Telephoru:* Comparvy 

b. TeleKr^Pt Company 

c. Publishing. (Newspaper) 
(.1 Of {j.uicrViitin^^ 



Careers 
Service Representative 
Tracer 

Beat Reporter 
Newscaster 



'A'tif-n the stud.e.nt indicates 6 answers correctly for 75'-< accuracy, he achieves objective 

8G 
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LEARNING ACTIVITIES 

UNIT TITLE: Co'run;/r/r.if;r:js- Foehnc the Vibrations UNIT ^6 OBJECTIVE '^i 

Group 

1. Write the words "Yes" ariJ "No" on chalkboard or overhead projector. Explairi to the 
students thr^t al; answers they give are acceptable: there are no right or wrong answers. 
Ask the group l:'T// many of them think they would like to work in the cc^>*\munications field 
and .vrit|[> that number under the '•Yes." Ask how many of theni wculd not want to work in 
cofTrriunica tions field. 

Select students to explain Ahy they would ar.a.WouIn ?iGt vant to work m the communica- 
t.or)<> f'Hid. Ask students (o reveal the»r descriptions of ihe communications field 
busHU'.s^'s and careers. Explain the four major conrji-jno^^tions industries and some of 
the f!^:irkelKU5 career opportunities available within each ' them. Repea* the vo*e on 
.vheth»-r or not stud(Mils /;ould want to work in communicat. . J' there are changes in 
yotes. ri^rve students explaj^n why thdy changed their mmds. 
f- 

•/akMfoMrc;rdsof)9^ 12"cori ' • -r! , on paper with one of thes' • :; njor communica- 
t'Ofr-^ industries on each of then -j' shing. Broadcasting. T"), / 'fid Telegtaph. 
Tapethe:>efour caK]s.v(:rossth».ftf\. ^halkboard, bulletiri ..aM.. • . J- ^veiooaset 
• of rGnirrunirations career;, cards c:^ " 'ex card for each ca il'-'y ■ ' Student 
H.indout ^47. 

th.e class tnto four teams. Shutf ' ti^ reer co!TV-nu^?icat:ons card'' count jn 
.M|.j.,' Mumijfr of cards for each tean. : < Ar..n to the studerts th^t th- , .'.le ^/.oinp to 
i-rf<jrm in a ^ame octiw'ity called "C^ii ' m ^tions Choice," Tell them thai th*: c\)\c^:t of 
tf'- ,;ameistosee which team can corrL',t:y ma .ch -ts career c^rds to the Ciji ^r.ai-: 'pns 
r.;."striesses if» which tfiey are toun(' .a ttv^ i;,-.j',t amount of time. 

^lij*^i'ru:\^ t^MfT, sit'tb.ieth^.fr sothf^ stiident. caf. co'laboratp. Take tour slips paper -.nd 
' AMt- 1 . 2. 3. and 4 on t hfvn. Hawe a member from e ich. team ^ohct a slip t'^ deter'nipe the 
order m ,vhich teams v.ill take their twrn. 

r^i^^'W^r- t^.-irn rawing MiL' numheronr slip a, Stack '^t the counted career cards. When the 
t^arr. be^jhi. loo^i-i;; ' .f, :arfl. start to t-m^^ them Si .opiy i hem 7,.th mashng tape to tape 
tup rar<^>er cards ur.der Um* viorrect comnu.niCij^' J.^s' busniLSS car<' on the, board or tlie 
^' .v,|i; h;w" tMarn iTK-^mijer continue to r: arra nge c ards until they have then, placed 



" olio.v ^h 
/.lt)S ttv 



or I'^rf^' ,a 



f /ie prc^c Jure for eas* of tfu- other teams. The team with the sho«'test tcr^e 
• For -r,r)f.,.c<-^'nent. yr.c may wish to snuff the-carfer cards and play . ^o 



IndivifJuai 

I GiVP thr 



... arner .i copy of Student i.idout ^47: "Cc '.muntcations Ci*" ics." and have 
iiimctimplr.te the pu/zl'» asdirectec. Wht.ntie has f unshed tli puz'zle. =ew his solution 
v,itt^ him. Discuss th(» foe major communications mdustfes and ask th^ -.*udent to name 
frv*> care'^'rs fo.jnd in ^a' ii of tfiH'ic 
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2r the sturlont prepare a "Comniumcations Collage' on commu Aions industries 

a .are-^rs. Tell him to she a the 'our major industries: publishing. ' ^oddcesting, tele- 
;r:0*i^!. ^ind telegraph. Ask ^iuTi to snc.v so:ne of the mf^rketing i within each 

!ndii>t/y are-i. He n^gUi use posterboard, bulicwn board, or large shf ; Is uf construction 
P-aper. 

Special Medis 

1. Fiirns; "Careers in Broadcast New:;' 

"Is a Career in Radio or Television For You^" 
" The Journalists" « 

2. Fiifnstrips: "Career Exploration" 

'Careers in Filn-jmaki^'^^" 
"C«jreers in Journalism" 
/ "C^^reers in Television" 

3. Cassette Tapes: "Career Developn^ent: Radio Broadcasting" 

"Careers Unh^nited: Broad :.astin;;*' 
"Career tapes: Telephone Operator" 

4. Career Opporfun/f/e^....//ujrA£^/?<,'. flus/ness. and Dfficv Spec/a//sf.s 

5. C.i/ee^ Opportunity.*'. Son^^^, "Sho-'ld You Br- a Reporter'" 

6. Career World Mai]?)7tnr. Vol. 2, Nc 7. ■:y3r^rch. 1974. "Jobs .n Journalism" 
7 Carf*e/"^> Br/e^s. Careers Publications. Inc. - 

3. Careers /n ConimuntcationH, pamphlet 
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UNIT TITLE: 



' LEARNING ACTIVITIES 

Communication),: "Feeling the Vibrdtions" UNIT ^6 OBJECTIVE #2 



Group 

L Ask the students to take out a piece of scratch paper to jot down their ideas. Explam that 
the group is gomg to share their ideas and opinions, that there are no right or wrong 
answers. Papers will not be graded; they are for their use. 

A!?:k students to p-etend that they ore "slipping into someone else's shoes/' In this case, 
the shoes will be people ii^ communications careers. Tel! the students to complete each of 
the following statements with their opinions or reactions: 

If ! A-ere a iHSvsp^per cnUc. you wouldn't catch me . . . 

An i trarer. I'd be against . . . 

I'm cofivinced t:ujt .1 dirertor . . . 

In my opinion, a correspondent is . . ... 

The /-'ay i seeM. a commentator shcuid . . . 

If you* ask me, \he copy editor is for . . . ' 

if I were a telegrapher. I'd f-eei that ... 

As an operator, my choice ^ou!d be . . . 

I beljeve that a service representative . . . 

I don't see why a newscaster . . . 

i think 'if I were a beat reporter, I'd . . . 

State only one Ime at a time Have students jot down their reactions or opinions withm one 
rTimute. Then ask students to pass their slips forward. Read some of the responses to the 
i^Toup. Discuss with the .students how they thought of the career involved. Ask them if 
they had a picturr- in their fTinndsof what the person looked like doing the job. Review the 
responsibilities of tli.e specific career. Repeat the same procedure tor each uf the state- 
ments listed above. - 

c 

2. DeyeloD a personality profile for eath 0* the communications careers. You may want to 
have the students submit some example':,. Select ten students the day before and give, 
them a r.upy of-a career profile. Ask them to review the personality information for class 
the next day. Divide the class mto two teams, excluding the ten selected students and a 
moderator. Supply eacb team with a bell, buzzer, or noisemaker. Give each of.the career 
■ personalities a number from MO. so that each of th<?m has a different number. Inform 
the moderator"that he will introduce each personality, one at a time, beginning with 
number 1. ' ♦ v 
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E/OCh team will alternate asking one quest iom of the personality. The team has thirty 
seconds in which to pose the question. Players on a team should be identified in order, so 
that each may ask a question. If any player at anytime thinks he knowstheansw^^r. he may 
ring the bell or buzzer. When t he moderator acknowledges him. that player may guess the 
career. 

If the player is correct, his team earns a point. Hov/ever, if his answer is not correct, his 
■ team loses a point. If he is incorrect, the other team May continue with questions or guess 
the career title. In this case, an incorrect guess would not involve a pc; ilty point. Each 
team has up to ten chancesor questions to eal the idr ility of the my. '^ry communica- 
tions^career personality. 

irtdividual 

1 . Give the student a copy of Student Handout #48: 'Communications Careers'* and have 
him study the job titles and descriptions of marketing careers in communications. After 
he hris read the information, ask him to select three communications careers, which are 
of most interest to nim and prepare a "Career Exploration Chart" as explained in Special 
Activity Sheet ^2. 

2. Providethe learner with Student Handout #49: "Communications Crcssword Puzzle'and 
ask him to complete the puzzle placing the marketing careers in communications in the 
appropriate boxes of the puzzle as directed. When he has completed the puzzle, review 
his answers with him. 

Special Media ^ 

1. Dictionary of Occupational Titles, Volume I 

2. Encyclopedia of Careers and Vocational Guidance, Volume I 

3. Handbook of Job Facts, Science Research Associates 

4. Job Family Series,- "Publishing 

5. Occupational Awareness, Mini-Briefs 
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LEARNING ACTIVITIES 



UNIT TITLE: Communications: Feeling the Vibrations UNIT ^6 OBJECTIVE ^3 

Group ^. . 

1. invite a guest speaker from a nearby large newspaper, if possible. Have him discuss 
career opportunities available within his firm as well as. other publishing companies. Ask 
nim to bring any aids that he might have, such as slides of the plant arid personnel. In 
addition, ask far any career information he may have or that you may obtain elsewhere. If 
he can bring any other marketing personnel from the newspaper, it would advance the 
interest. 

Review the Special Activity Sheet # 5: ''Career Speaker" and prepare the students for the 
visit. Ask eacl^. student to write down three questions they think they would like to ask him. 
Have them add to it during his talk. Appoint a listenir.g t«am of 3-5 stucents to begin the 
questioning period at the end of the speaker's presentation. 

2. Create four communications centers in your room, one each for publishing, broadcasting, 
telephone, and telegraph industries. Have students collect samples of materials for each 
of the centers including, newspapers, magazines, telegram message sheets, telephone 
directories, an old or toy telephone. 

Ootain a video-tape recorder, and a cassette or reel-to-reel tape recorder tor ttie broad- 
casting center. Use a pegboard or bullet-n board with hooks or tacks as a telephone 
switchboard. Divide the class into foyr groups and assign each group a center. Give each 
group a situation to simulate while the rest of the group observes. Discuss the services 
which each industry performs and specific roles which individual marketers perform. 

Individual • .4 

1. Ask the student to write a short s*ory for each of the four major communications indus- 
tnes. Have him relate the roles of at least four marketing p areers in each industry. If he 
wishes, he might include an illustration, sketch, or cartoon with the stories. 

2. Have the student visit a local newspaper, radio television 5tation,_telephone.compp^^^^ 
and telegraph office/ Call local businessmen ahead of time and schedule convenient 
times for the student to visit. Ask th? student to observe the activities of the workers m 
performing communications services. Have him tape a brief review of each visit orwf ite a 
short review of his e;<perience. 

Special Media 

1. Occupational Briefs, Science Research Associates 

2. Occupational Guidance Booklets, Finney Company 

3. Occupational Outlook Handbook, U.S. Department of Labor 
Popeye and Communications and Media Careers, Jomicbook 

5 Project Loom Units, "Radio Announcer.*' "TV Announcer," **News Reporter" 
6, Widening Occupational Roles Work Briefs. Science Reser-rch Associates 
7 Your Job m Distribution 
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RECREATION: LAPPING UP THE LEISWIE 
(Unit Overview) 



Competency 

Ability to relate various marketing careers iri recreational businesses to consumer wants for r 
leisure activities. 

Objectives / 

1 . Given twenty-four careers in marketing services, the student will identify the recreation 
care€?rs with 80°c accuracy. (Knowledge) 

2. Given descriptions of twelve marketing careers in recreation, the student will supply the 
appropriate career titles with 75% accuracy. (Comprehension) 

3. Given the description of a community's consumers, the student will recommend five 
' recreational businesses and ten related marketing careers which would be most suitable 

for those con?;umers with 80°o accuracy. (Application) 

Concepts 

1. Recreation includes leisure activities in which people engage for entertainment or 
amusement. * ' ' 

Entertainment activities are those in which the person is not an active participant:/ather, 
ne is a spectator or listener. These would include movies, attractions, tionoerts, and 
sports events. . \ * 

Amusement activities involve the individual adively as a participa.it. ^uch as golf, water 
skiing, camping, games. 

2. Mcany bfismesses are solely concerned with reoreaticn activities for amusement or enter- . 
tainment, such as country ciubs. theaters, and amusement centers. Many other busi- 
nesses provide recreational activities and facilities to appeal to their customers, 
such as hotels motels, transportation companies, and real estate developments. • 

3. Some of the interesting marketing careers found in recreation include: 

Advance Mao * Coordinates all arrangement details, such as tickets, 

p^oj^rams, stage setting, and publicity for a traveling ery 
tertainment production. 

Attraction Guide • Explains variofjs points of interest for visitors to a special 

tourist cenfer or event. 

Booking Agent* Represer>ts certairr entertainment businesses in secur- 

' ing performers or attractions for the businesses. 

Business Manager Provides special handling of all business arrangements 

and details for a^ performer, including contracts, ward- 
robe, and travel, (sometimes called a business agent). 
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Caddy 

Caddy Master 

Caller 

Cashier 

Checker 

Concession Attend-^nt 

Exerciser 
Facility Attendant 



Golf Country Club Mana^.er 

Greenskeeper 

Handicapper 

Publicity A^i^efit 

Program Seller 

/ 

Prop Man 



Assists a golfer by carrying his equipment, makirig sure it 
is in proper condition, advising him on'course conditions, 
and keeping his score. 

Supervisor of golf caddies for a golf/country cUjb or pro- 
fessional touring group. 

Announces numbers.and letters drawn in a bingo game, 
records those drawn, and distributes prizes to winners. 

Handles the exchange of money for entrance fees, bets, 
winnings, or change in places such as, movie theatres, 
r^fcetracks, and amusement centers. 

Examines winner's bingo card to determine its correct- 
ness, may provide change and cards to players. 

Sells foods, beverages, and novelties at an amusement or 
entertainment business, including movies, sports 
eventsTand concerts. 

Walks horses and dogs before and after a race for people 
. to view pr to cool the animal. 

Accepts fees for entrance, rents and/or sells equipment 
and supplies and provides customer information for 
sports facilities, such as golf/country clubs, bowling aU 
leys, ski slopes, and fishing boats (called a racker in 
billiard parlor).* 

Directs alf activities and personnel fDr a golf or country 
--ehtb, including the d4niRg-r<x>rrK pro shCp, and grounds. 

Supervises all personnel and activities in the mainte- 
nance of a well-tehded golf course and related grounds. 

Analyzes past performances of athletes and racing ani- 
mals to assign weights and arrange competition. 

Promotei* activities and events of organ|lzations or 
businesses through news releases, advertisements, and 
displays. ^/ 

Sells information handouts to customers concerning the 
entertainment event at places such as theaters, race- 
tracks, and football games. 

Arranges necessary display props on a theater stage for a 
production or event. 
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Prop Master 



Racetrack Steward 



Recreation Directo 



Recre<3tion Supervisor 



Recreation Suponntendent 



Ride Operator 



Social Activities 



1 

Talent Scout 



Theatrical .vgent 



Ticket SelU::'r 
i 

I ^ 
Ticket Collt'ctur 



Tour Guid^ 
f 

. * 

r 

Usher \ 



Supervises all ordering, arranging, *and care of display 
props and material for entertainment productions or 

events. 

Coordinates activities of racetrack personneL'^nd 
negotiates with other racetrack officials and the state 
racing commission. 

Coordinates and directs all recreation activities and per- 
sonnel at a center, such as a community recreation area. 
YMCA, camps, or private resort. 

Oversees one area of activities and personnel, such as 
tennis, indoor games, or swimming fc/ any recreational 
center, club, or business. 

Plans, orgenizes, directs, and controls all personnel and 
activ/ities for a public recreation department, private 
clubs, orrd commercial businesses. \ 

GreetscAJStomers, directs them t^heir stations, secures 
straps or bars, and rvins the amusement equipment. 

Arranges for other activities than those provideo by a 
club or facility, such as fashion shows, theatre tickets, 
tours, etc. 

Travels to various entertainment spots looking to find 
new performers for theatrical agencies and entertain* 
ment producers. 

Handles a number of performers to secure contracts and 
bookings for entertainment purposes. 

H^'ndles money and tickets to admit customers to an 
entertainment or amusement business, such as an 
amusement ^rk, or tburist attraction. 
» 

Takes tickets 'rom customers as they enter an amuse- 
ment or er^tertciinmep* .nrea. 

Escorts clients to desired places explaining special 
points of interest-on a' trip may check accommodations 
•and other arrangements. 

Shows patrons to their seats, providing any necessary 
mformation and sometimes programs, for such places as 
concerts, playr,: movfe^. pnd sports events. 



4. Different kinds of recreation activities and facilities are designed to serve different 
groups of people. Camps and anr.usement parks, for example, are primarily designed for 
young people. Go^f and Country Clubs primarily cater to adults. Some recreational 
businesses such as movie theaters and certain attractions may appeal to all groups of 
people. 

Equipmert / 

1. Overhead projector, projection screen, bulletin board J 

2. IG mm projector, slide projector, filmscrip proiectcr 

3. Tape recorder, record pisyer. video tape •'ecorder 
Materia!;; 

I. Film: "What Do You Want?" 

"Careers in Filmmaking" ^ 

2 Filmstnp: "Career Exploration" 

- "Careers iniLeisure Tirr.e industry" 
"Careers tn;Show Business" 

3. Tapes: "Career Development: Theatrical Agent" 

y "Careers Unliittited: Recreation" ^ 

Career Education For Leisure Occupations 

1 

15, C careers Briefs 

t \ 

;^5. Career World Magazines \ 

7. Dictionary of Occupational Titles 

8. Encyclopedia of Careers and Vocatio"- ' Guidance 

s 

9. Finding Your Job Booklets j . ^ 
10. Handbook of Job Facts • 

I I . Occupational Awareness MmhBriefs 

12. Gccup3f/on5/ Br/o/s. Chronicle Guidance 

13. Occupaf/ona/ Gu/dance Booklets ^- ^ 

14. Occupations Snd Careers 

15. : Popeye ^nd Hospitality/ Recreation Careers 

16'. Project Loom Unit: "Guide" ^ 

17 Widening Occupational Roles Work Briefs 
t Your Job In Distribution 
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Supplies 

1. Posterboard. construction paper, cardboard. 

2. Glue, tape, scijssors, rulers, magic markers. 

3. Brochures, pamphlets, posters, etc., for recreation and amusement businesses 

Special Resources 

1. Student Handouts ^50-5^ 

2. Commercial Games: "Careers** 

"Probe" 
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THE RECREATION SCENE - KEY 

1. The followmg recreation careers should have been'ctrrled- 



Booking Agent 
Ticket Collector 
Tour Guide 
Theatrical Agent 
Bowlirjg Attendant 



Ticket Broker 
Caddy Vaster 
Recreation Director 
Hide Operator 
AmLisemt?nt Cashier 



Ush^^r 

Talent Scout 
Prop Master 
Business Manager 
Golf Club Manager 

If the student circles 12 correct careers for 80°o accuracy, he completes objective ^i. 

2. These marketing careers'in recreation were described: 

a. Advance M;^n ' g. Exerciser 

b. Booking Agent 

c. - Caddy Mastec 
. d. Prop Man 

c. Handicapper k. Ticket Broker 

f. Golf Country Club Manager I. Tour Guide 

When thDStudenttjist}nguishes9careersfor 76°o accuracy, he willachieve objective 2^ 

3. These recreation businesses and marke.tmg careers could have been recommended: 



h. Racetrack S^.eward 
I. Recreation Director 



J. -Theotrical Agent 



r 



Businesses 

L Golf Country Club 

2. Movie Theater 

3. Ri2cetrack 

4. Recreation Center (Bingo) 



Recreation Marketing Careers 

Caddy, Caddy Master, .Mtendant, 
Greenskeeper, Manager 

Manager, Usher, Concession 
Atte<rjdant, Cashier 

Concession Attendant, Exerciser, 
Handicapper, Program Seller, Ticket 
Seller, Cashier, 'Ticket Collector, 
Racetrack Steward 

Caller. Checker. Recreation 
Supervisor. Recreation Director, 
Attendant 



) 

s 
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5- Playhouse . Booking Acent, Prop'Man, Prop 

Master, Ticket Seller, Ticket 
Collector, Usher, Program Seller, 
Concession Attendant 

!f the student suggeste(jM of the businesses and two careers tor each of the businesses 
for a total of 12 correct answers or 80°o accuracy, he will have demonstrated acceptable 
proficiency for objective #3. 
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THE RECREATION SURVEY — KEY 

1. These recreation careers should have been identified: 
Booking Agent Usher 
Ticket Collector Talent Scout 

Tour Guide Prop Master 

Business Manager 
Bc^ ^ling Attendant Golf Club Manag^ 



Theatrical Agent 



Ticket Broker 
Caddy Master 
^Recrration Director 
Ride Operator 
Amusement Cashier 



If the student identifies 12 cor/?ct careers for 80^«> accuracy, he will complete objective 
*1. 



These marketing careers in r?creation were described: 

a. Advance Man 

b. Booking Agent 

c. Caddy Master 

d. Prop Man ;■ 

e. Handicapper 

f. Golf Country Club Manager 



g. Exerciser 

h. Racetrack Steward 

i. Recreation Director 
j. T<iftatrical Agent 

k. Ticket Broker 

I. Tour Guide 



When the student d tstmguishes 9 careers fcr 75°c accuracy, he will achieve objective ^2. 
3. These recreation busmesses and marketing careers could have been recommended: 



Businesses 

1. Golf Couniry flub 

2. Movie Theater 

3. Racetrack 



Recreation Marketing Careers 

Caddy, Caddy Master, Attendant. ' ^' 
Greenskeeper, Manager 

Manager, Usher, Concession 
Attendant, Cashier 

Concession Attendant, Exerciser. 
Handicapper, Program Seller. Ticket 
Seller, Cashier. Ticket Collector. : 
Racetrack Steward 
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4. Recreation Center (Bingo) 



Caller, Checker, Recreation 
Supervisor, Recreation Director, 
Attendant 



5. Playhouse 



Booking Agent, Prop Man, Prop 
Master, Ticket Seller Ticket 
Collector, Usher, Program Seller, 
Concession Attendant 



If the student suggested 4 of the businesses and two careers for each of the businesses 
for a total of 12 correct answers or 80°o accuracy, he will have demonstrated acceptable 
proficiency for objective ^3. 
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LEARNING ACTIVITIES 



UNIT TITLE: Recreation: Lapping Up. the Leisure UNIT ^7 OBJECTIVE #J 
Group 

1. Draw a hangman's noose on the chalkboard or overhead projector. Underneath it draw ten 
dashes, one each to represent the letters of the word Recreation. Qivide the class into two 
teams and have them alternate guessing letter? in the word until one team gets the word. 

Ask students to explain what recreation means to them. Relate that recreation includes 
leisure activities for amusement and entertainment. Have the students name some 
recreation businesses in the community and other^ around tbe state. 

Usp the brainstorming technique for about 2-3 minutes and have students name all the 
recreation careers they can remember. Remind them that they are not supposed to 
discuss anything during the brainstorming session, but they just offer career titles. 

After the brainstorming session, review the career titles which have been listed and have 
students identify which are marketing careers in recreation. Offer some other careers 
which are not given and have students decide which are marketing careers. 

2. Write the following marketing care&rs'in recreation on the chalkboard or overhead projec- 
tor: 

Booking Agent Caddy Master 

.Tour Guide Ride Operator 

Prop M^^ster Ticket Broker 

Busineb* Manager Recreation Director 

Bowling Attendant Golf Club Manager 



Ask students to guess in what field these careers may be found. If there are no correct 
guesses, give the students some choices from which to choose, such as lodging, food, 
personal services, and recreation. Explain that the field of recreation includes leisure 
activities for aniusement and entertainment. Have students name some recreatiori 
businesses and marketing careers which a^e available within them. Include others from 
Student Handout #50; "Recreation Dial." Review a II the businesses in recreation arci the 
careers in each. 

individual 

1. Give the student a. copy of Student Handout #50: "Recreation Dia!/' and'have him 
complete the puzzle as directed. If he gets stumped on certain career titles, give him 
some hmts on the job. such as the kind of business in which it might be found. 

2. Provide tiie learner with Student Handout #51: "Would You or Wouldn't You?" and ask 
hirn to indicate which recreation career he might like to try and place a " ^ " in the blank 
next to the career title. If he does not think'he would likpto be in that job. havehim^writea 

" in the blank. 
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Special Media 

1. Film: ^'What Do You Want?" 

"Careers in T ilm»naking" 

2. Filmstrjp: "Career Exploration" 

"Careers in Leisure Time Industry" 
"Careers in Show Business" 

3. Tapes: "Career Developrrient: Theatrical Agent" 

"Careers Unlimited: Recreation" 

4. Career Education For Leisure Occupations 

5. Careers Sriefs 

6. Career World Magazines 

7. Dictionary of Occupational Titles 

8. Encyclopedia of 'Careers and Vocational Guidance 

9. Fmt^ing Your Job Booklets 
10. Handbook of Job Facts 
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LEARNING ACTIVITIES 



UNIT TITLE- Recreation: Lapping Up the Leisure UNIT #7 OBJECTIVE #2 
droup 

r. Give each student one of the marketing career titles m recreation from Student Handout 
#55. Have the students jot down Tive to ten words to describe their career titles and one 
sentence using the career title. 

Have students a.lernate giving their ^vords and having the group guess which c-t'eer it is. 
If the group cannot guess the jol^ have the student read his sentence for further clues. 
After each career is guessed, emphasize the jJb description of it. Review any other 
careers not covered by students. 

2. Provide students with copies of Student Kdndout #52: 'Job Hunt" or explain the direc- 
tions of the game activities to them. You might want to give each group of five or six 
students one copy o1 the rules and have them prepare their own job hunt cards. This 
should aid reinforcement of the career titles and descripticns. Circulate among the 
groups disci'ssing caree'^s and the game. ^ 

Individual 

1. Give the learner Student Handout #54: "For the Good Times" and have the student study 
the recreation career information. When he has completed the reading, ask him to 
comDiete the activity at the end of the material. Discuss his responses with him. 

2. Provide the student with "Recreatipn Runaround" of Student Handouv #53and have him 
complete the puzzle < > directed. Review his answers with him when he has finished the 
puzzle. 

Special Media 

1. Occupational Aware nei% Mini-Brieh 

2. Occupational Briefs, Chronicle Guidance 

3. Occupational Guidance Booklets 

4. Occupations and Careers 

b. Popeye and Hospitality/Re::reation Careerz 

6. Project Loom Unit: *'Guide" 

7. Widening Occupational Roles Work Briefs 
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LEARNING ACTIVITIES 

. UNIT TITLE: Recreation: Lapping Up the Le/sare UNIT #7 OBJECTIVE- #3 
Group - • . ; 

1. Have students collect posters, tickets, programs, and other recreation materials and 
create several recreation areas in the rocm. Such arecS might be an amusement center, a 
playhouse theatre, a country club, and a-community cecreation department. If possible, 
get some changtr drawers and change aprons. 

Develop some recreatron situations forthe different settingsand have students simulate 
the^va. s roles of the marketers^ in recreation. Include different groups of consumer 
comoiunities, such as adult retirement communities, and young married couples with 
children. • * • 

2. Give the stjjdent materiats including posterboard, construction paper, glue, tape, scis- 
sors, and smafl jewelry boxes. Have students, individually or as groups, construct a- 
model recreation comrjjiunity for a group of consumers. Have them identify the consumer 
community being served and why they selected the businesses and facilities which they 
did. ^ ' - 

Individual 

1. Provide the student with copies of the Special Activity Sheet #3: "Career Interview" and 
have him interview three (Marketing personnel in three different recreation businesses 
and/or facilities. Some examples might be ushers, concession attendants, arjd. theatre 
managers at c local movie theatre or the community recreation superintendent, a center 
director, and an area7ecreation supervisor. 

Ask him to..deci(ie which classes of people the different businesses/facilities generajly 
serve. Discuss other types of recreation businesses and the consumer groups that they 
usually serve. Give him some descriptioris of consumer community groups. Have him 
explain which businesses and careers would probably best serve the consumer desires for 
recreation. 

2. Have the student construct a mini-marketing survey of people in his home community, so 
: that he talnS to 5 children, 5 teenagers, 5 young marrieds^ 5 middle-aged adults, and 5 

senior citizens. Ask him to prepare a survey containing questions about the people's 
interests and activities in their leisure time. This should include businesses and pub!ic 
facilities that they pat^^onize. . . 

Ask the student to see if he Can draw any conclusions about their interests as groupf. Are 
there some facilities an(* businesses which are usually of more interest to some groups 
than others? What/Tiarketing careers would be involved in the recreation businesses and 
facilities identified? 

Describe a few consumer situations and ask the student to recommend the recreation 
business and facilities which would most likely best serve those consumers. Have him 
identify the marketing careers which would he employed by those businesses or centers. - 
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BUSINESS SERVICES 

Competency 

Ability to relate marketing careers to the different types of business services provic}^ to 
organizations and agencies ]o meet their needs. . ^ 

Objectives 

1. Given ten categories of business services ano ten marketing careers, the student will 
match the careers to the category with 90% accuracy, (knowjedge) . 

2. Given ten examples of business services, the student will identif.y two marketing careers 
found in each service with 90^o accuracy. (cornpVehension) 

» 

3. Given five descriptions of business needs, the student will determine the type of t)usiness 
service appropriate to meet that need and two marketing careers involved in providing 
that service for each description with 80°q accuracy. ^ 

Concepts 

1. Many different types of business services are available to manufacturers, wtiolesalers, 
retailers, government agencies, and other service institutions to help them run their 
business easier c*nd more efficiently. • 

2. ^ Businesses which offer services to these organizations and agencies are specialists, and 

can therefore provide the services at a more economical rate or in a more effective 
manner than could the organization provide for itself. 

3. There are ten major categories of business services; 

Promotion Serv/ces — provide special services to'help an organization promote its prod- 
ucts, its name, and or its services: examples include advertising agencies, advertising 
checking service, advertising specialists, sales contests organizers, sales promotion 
agencies, display designers, display installers, distributing services, and public relations 
fi'/rns. . . ^. . 

Sa/es Sen//ces— handle the sale of special or all lines of products for a company or several 
companies; may conduct special sales such as auctions or business liquidations, and may 
engage in the sale of businesses; examples include man jfacturers' agentsand represen- 
tatives, distj'ibutors, business brokers, auctipneers. and liquidat^i^- 

Buyinq Sen//ces~- places orders for merci andise, arranges for showrotHO visits by com- 
pany persofinel, and provides such informa tion as sales trends, new styles/hew colors, or 
new models; examples include resident buyers, purchasing services and brokers. 

Marketing Research Ser^/ces— provide information to orga.^izations to guide them in 
makmg management decisions and poiicies; may perform such services as determine 
consumer preferences, evaluate sales campaigns, identify new markets, determine 
commercial coverage area of -adio and television stations and condud opinion polls; 
examples include advertising research, market research, motivation research, consumer 
research, and calculating service. 

i ' 
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Marketing, Management Consulting Services—siudy the operation-., procedures, 
policies, and or organization of a company and recommends ways to improve its effec- 
tiveness and efficiency. 

Office Serwces— includes a variety of services which either supplement the acti'^ities 
conducted in a company's offices or provides special servkes wnich improve the opera- 
tions and activities of a company's offices; includes such examples as secretarial ser- 
vices, addressing services, copying'services. delivery service, telephone answering ser- 
vices, and office equipment rentals and leases. 

Secuny Serwces— help t^ saf egu .rd the property of a company and provUe recommer?- 
dat OMs on ways by which a company can improve it-; own security measures: examples 
i:iclude security consulting, shoplifting protection, night surveillance, watch dog. se- 
curity, guard service, and detective services, • . . .• 

Maintenance Services — help to maintain the cleanliness of a company and keep its 
equipment and or physical surroundmgs in good repair; r vamples include window wash- 
ing services, janitorial services, imen service, uniform service, renovation seryices, and 
equipment maintenjnce services. 

Employment Serv/ces —servos as a middleman or broker either ^or a job applicant or a 
company in brmginp the two'logether and matching the right person to the right jobj may 
provide persons fo; permaricnt, p<3rt-time. or temporary emDioymcnl; examples include 
employment agencies and employment contr3ctors. 

Financial Basmess Sfr^^/ces— provides such services as accounting, bookkeeping, credit 
investigation, and collection serv ces to companies. 

4. Th»ee classifications of careers are found in business service companies: 

1. careers which actually v'^roduce the service, 

2. careers v^hich promote and sell the service, and • © 

3. caref'rs vvhich operate and r. ,]n;ige the business servrcr companies themselves. 

5. The rna^^f^tin^ cart^ers found m afl businrss service companies include those wtiich 
pronioh^ and/narAef the services as well as tho^e whichoperafe and/nanage the business 
service companies, tn the business service companies which specialize in one of the 
marketing function^y. marketing; careers may also be found \n providing the service itseif . 
This includes the following categories of business services: promotion, selling, buying, 
financial, marketin^^ research, and marketing management. 

*i 

6. ' E^amp'os of marketing careers found in each category of business service include: 

■ilark^-tini' diroersConmion to *'^fl Bus/ness Services V 

Si//".pr»''Son. /?f;s/ness S^'^u/c(.-^« -solicits arxi sells various types of business services: 
develops lists of j^rospects. raiK on prcspects to exptim services available, writes 
Of.lefs. aruj schedulf.»s I'nitiaticn of services, 
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Service Repre\ent^ive^C3\\s do cli ents pn a regularly scheduled basis or as needed to 
determine cusiomer satisfactiorr^h the service and to resolve any complaints which 
the customer may have. 



0\^'nerfManager^d\T£ClS 3\\ of the activities, operations, and personnel involved in a 
company which produces and markets a particular type of business service. 

Unique Marketing Careers in BjCsiness Services 

A. Promotion Services' , i ^ 

Advertising Agency Manager— d Tree ts the activities of an advertising agency including 
such things as plannir>g advertising campaigns, coordinating the activities of the 
various departments within the agency, soliciting new accounts, and conducting 
mailings with agency personnel and clients*. 

Advertising >4ss»sfanf— assists in planning advertising programs to promote the sale of 
a company's products cr services. 

Advertising-Display Rotator — assembles and rotates advertising displays to different 
outdoor locations. 

'Copywriter — obtains information about a product or service^nd^he adv^ising spon- 
sor and prepares the original copy for a printed ad or the written 'script for radio, 
television. SDr other audio advertising means. 

Dispfiay Desigrier — creates and plans disptays on a drtewfng board." . . ' * 

Display /'/a.o-»-arranges tlie merchandise end props into ah attractive display as 
created by the designer. • ' ' . 

Display Manager — coordinates activities with ^her departments in determin.ng mer- 
. chandise to be displayed and supervises display workers. 

Display Technfcian — prepares and cleans displa\' area and assenibies or returns 
necessary merchandise and props- for the display man.."" ^ 

Display Trinmer — ac-S the bacK drops, floor covering, and other display accessories 
indicated by the display man. ' . . ^ 

Ulustrato^ — creates a picture tir design to favorably show a product or service de- 
^tecribed in th^ copy of an adve/tisement. * 

Layout Van — assen^b^esall the parts of an advertisement into an pvecatctiing. attrac- 
tive design. ^ - 

Proofreader — cornpares the final copy of an aq. stcr^'. article, etc.. Aith the finished 
Dr:nte3 product to detect and czrrect any errors. - 

PcbHc Relations \*a-7— clans and conducts orcgram.s to de^-elop good^-i-i fo^ a bus?- 
ness, ors3n:zation. or instituton. • ■ . 
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Sales Promoter— plans and coordinates special promotional campaigns using tech- 
niques such as sample, contests, stamps, coupons. 

^ Sign Writer -^creaies by hand or uses a sign printing machine to make display show- 
cards, billboard signs, and other visual promotion aids. 

B. Sales Services 

Auctioneer^seWs products or merchandise to highest bidders at an auction; may plan 
ana conduct the auction sale Including the appraisal of the n:erchandise and assem- 
bling it into designated lots according to certain values or classes. 

' Business Broker — usually specializes in the sale of businesses: solicits owners who 
• desire to sell their businesses and buyers who wish to purchase a business and brings 
the two together to transact the sale. 

Distributor—serwes as a sales agent or representative for one or more manufacturers; 
may sell to other manufacturers, wholesalers, retailers, or to the retail consumer. 

LfQ'jidator — arranges for and conri jcts the sale of certain lines of merchandise which 
are being sold out or discontinued by a business or may arrange for and conduct a 
close out sal3 of a company's entire inventory. 

Manufacturer's Rel^resentatiie—seWs a manufacturer's goods to wholesalers and 
retailers for resale to consumers. 

Picneer Sa/es*nan— serves the manufacturer by prornoting o^- selling new products, 
ne w uses for products, or new selling methods primarily to wholesalers who usually are 
new customers in a ne^v terwtory. 

Professional De'^'^onstrator ^creates buying interest on part of industrial and or ulti- 
mate consumers by demcnstratint: features and qualities of a product. 

C. Buying SeraCirS 

Asser^:^!er—tUjS goods in smaii lets and resells them in large groups. 

Sroker—b'jys goods cr services as an agent or wholesaler for resa'e to wholesalers, 
retailers. !>^;arket:ng service industries, or consumers. 

5ove'— coders mercha:^d:se for a retailer or wholesaler for resale to coo.sumer or a 
"etailer. 

tutor — buys goods from a producer and handles sales, serw'ice. and promotiori^o 
ers for a certain region of the country. 

^'•^cc^^e' — buys foreign gooes fo'" resa'e to retailers and isno^esalers. 

JC^^e'— buys mercharoise odd"!ct5 iquantit^es. sizes, etc.l. prices and packages 
t'^e'^ ' necessary, and resells to reta;iers. | 

^es cTrr: rj,e'— buys arpa^e'. dry goods, ^genera' merchard'se fc retaHers or 
/.ro'esa'ers ^rcn- h s of^ce iccated at a cent-ai mar^^et. 
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D, Marketing Research Services 



Ana!ysts\ud\es and intercepts the data that is collectectv' 
Coder—gathers, sorts, classifies, and tabulates necessary data. 
D/recfor --coordinates and administers all personnel and policies. 
£conor^?/s^~serves as a consultant to the director and research team. 
Editor — develops and oversees the use of a mailed questionnaire. 
Evdiuator — observes actions of people without talking to them. 
/.'7?er//e;ve/'— conducts surveys with a direct, face-to-face contact. 
Investigdior — conducts a continuing survey with a panel group. 
Spec/a//sf— conducts experimental research by testing a scale model. 
Supervisor — trains and oversees field personnel handling surveys. 
Telephone Surveyer — obtains the survey informatior; by use of a phone. 
Trainee — assistant to the supervisor, specialist, or analyst. 

E. ^^arketing Management Consulting Sen-ices - - 

^<anagementConsu^tantstu6\esihe organization and operation of a given con^.pany 
and recommends changes, to increase efficiency; may specialize in such areas as 
personnel organization, employer motivation, time-and-motion studies. 

PersonnetManagement Consultant 
Employee fwlotivation Consultant 
Time-and-Motion Consultant 

\farketing Consultant — recommends changes in policies and procedures used in 
merchandising goods and services: aids in determJning distribution channels and 
Dclicies; may specialize in offering consultative services in one of the marketing 
functions, i.e. promotion, finance. 

pj-omoticn Consultant 
Sales Consultant 
Fmance Consultant 



Fhi3r.c\3^' Business Ser^^ices 

Cojectcr — locates customers to ccMect installments, overdtje accounts, or bad 
c^iec^s. ■ • , - 
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Lollection Agency Manager—may purchase the "accounts due" from a business at a 
discounted price or ^:erve as the collection agent for the company for a percenlage of 
Ihe dollar amount collected; directs the activities and personnel engaged in collecting 
past due accounts or bad checks. 

Collection C/erK— notifies customers of delinquent accounts and attempts to obtain 
payment. 

Credit Ana/ysf— evaluates paying habits of. customers who are delinquent in paying 
their bills to determine what action a company should take. 

Credit Bureau /l^anager— directs the activities and personnel engaged in audit inves- 
tigations and recommends a credit status of mdividu^ls. and provides the credit 
reports to company personnel; 

Credit Clerk — verifies credit references and information given on a credit application; 
may determine or recommend credit limits. 

Credit and Collection Manager^6'\Tects the activities and personnel engaged m credit 
investigations and coHecttons. 

Cre:://t/n;^esf/gafor-~-checks past history and current status of persons and businesses 
applying for credit: evaluates his findings and submits a report to his client or credit 
authonzer of the company. . . v 

Iquipment ' • 

L Overhead projector 

2- Slide projector 

5. Filmstrip projector 

•i. 16mm movie projector 

5, Tap-e recorder 

6. Telephone " ' 

Materials 

L Careers Sa-'es. 15mm cc'^or film. 

2- Cnronicle Gindance Occj;yat!onai Snef -254. "Marketing Research vVorkers" 
^3. Consider a Career in Public Re'ations. Chronicle Guidance Publications 

D ctronary of OccuDaUona! T:ties, Volume I 
5. Handbook of Job fleets. Science Research Associates 
6- Jots jn Advertising, Ame-tcan Advertising Federation 

7. Occupational Oat'ook HancDock. U. -S- Deoartment of Labor 

8. Se.'''ng as A Caree.'. color sounc! fiim.strip 

9. Vcij- Job m Distnoubon, Gregg Division. V!cQraA-H:!^ 
10. .\r.T -^g Ca:^eers ir •^d.ertiS''^-^. fnmstr.p 

110 



112 



Supplies 

1. Posterboard. construction paper, index c^rds 

2. Transparencies 

3. Glue, scissors, rulers, magic markers 

Special Resources 

L Student Handouts ^55-61 

2. Yellow pages of city directory 

3., Classified ads of city newspaper 

4. Spinner - 

5. Buzzer 

(\ Game cards and chips 
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BUSINESS SERVICES SCENE KEY 



The following matches should have been made. 

c — liquidator c — business -broker 

e — tabulator ' • d — collection clerk * 

a — copywriter. - - . , ' ^ ~~ employee motivation consultant 

d ^> credit mvestigator a — advertising agency manager 

b —importer a-j— owner manager 

The student must have answered nine out of ten correctly to meet the standard of this 
objective. 

The student must have identified at least two of the marketing careers given belo^-' for 
each category of business services to meet the standard of this objective. 

Pnomot'on — advertising agency manager, advertising assistant, advertising-display 
rotator, copywriter, display designer, display man. display manager, display technician, 
display trimmer, illustrator, layout man. proofreader, public relations man; sales pro- 
moter, sign writer. 

Sa-es — auctioneer, business broker, distributor. liquidator, manufacturer's representa- 
tfve. pioneer salesman, professjona' demonstrator. 

Buying — asser^b'er. broker, buyer, distributor, importer, jabber, '^esident buyer. 

Varket'trg Research — ana!yst. coder, director, economist, editor, evaluator. inter\'iewer, 
rnvestic^tor. specialist, supervisor, telephone surveyor, trainee. 

\'arketing Managery-^errr Consu.'tfrg — management consultant, oersonnel management 
rc^sultant. empicyee motivation consultant, tme-and-moticn consultant, marketing 
consultant, promction consu'tant. saTes consultant, finance consultant, 

Finanziai Sl'S; ness— coi!ectcr. co^iect^cm agency manage^ collection , clerk, credit 
anah/st. credit bureau r^ar.ager, credit clerk, c* -edit and collection manager, credit inves- 
tigator. 

OT/ce— sa'esDe^son. service ^epresentatii^e. O'^re^ manager. 
E^TO/oy^e-'^? — saiesoe^son. service representative. CAner manager. 
t^r.Ov'^Ten^— saiesoe-son. se^'ice reo-esertative. ov\ner manager 
Sec^'r;!.'— sa'escerson. service representative, own-er manager, 
rre-a-:?— saiespe'son. service representative. OAmtr manager. 



112 



114 



3. 3. Security Services— salesperson, service representative, owner manager. 

b. Sales Services— liquidator, auctioneer. 

c. Office Services—salesperson, service representative, owner manager. 

d. Prbmotjon Services -sales promoter, advertising assistant, advertising agency man- 

ago-. ' ■ 

e. Tvaintenance Services— salesperson, service representative, owner manager. 

The stud-^^nt must have identified the service category and at least two of the marketing 
careers given above in each category with 80^ o accuracy to meet the criterion level ct this 
objective. 
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BUSINESS SERVICES SURVEY — KEY 

Sales— i. a. g 

Financial— -i, c • 
Buying— i, h 

Marketing Management Consultirr,?; — i, d 

Marketing Research--^, j 

The student must achieve at least 90% accuracy to meet thestandard of this objective. • 

2. The student must have identified at least two of the marketing careers given below for 
each category of business services to meet the standard of this objective. 

Offrce — salesperson, service representative, owner manager. 

'V?a/nf.:v>3.fce— salesperson, service representative, owner manager 

Secunty — salesperson, service representative, owner man^^ger, 

£*":p.^cv-'T?er7r— salesperson. serv?ce representative, owner manager 

Prc.'^?or:cn —adverttsmg agency manager, advertising assistant, advertising-display 
rotator, copyvvriter. display designer, display man. display manager, display technician, 
display trimmer, iliustrator. layout man. prootreader. public relations man. sales pro- 
moter. S'gn writer. 

S^/es --auctioneer, busmess broker, distributor, liquidator, manufacturer's representa- 
tive, pjoneer salesman. professiDna! demonstrator, 

r."naPC/a/~-coi!ectO''- collection agency manager, coHect-on clerk, credit arialyst, credit 
bureau manager, credit clerk, credit and coiiectjon m.anager. credit investigator. 

^Myr^— assembler, b oker. buyer, distributor, importer, jobber, resident buyer, 

Va'^ketirg '/a--7age:Te'7t Co'7$u;?;-'"g— management consultant, personnel management 
co-^sultant, employee motivation consuUant. time-and-motion consultant, marketmg 
cc^sultant. promotion consultant, sales consultant, finance consultant. 

Marketing Research — afrafyst. coder, director, eccnomjst. editor, evaluator. Intetvie^ver. 
investigator, specu^ust. supervisor, te'ephone surveyor, trainee. 

5, a. Financial Services — coi5ect!on clerk, coilectcr. credit anp coMecticn manage'', collec- 
tion agency m^anager. 

t). V-ar^^et-ng Va'^agement Co^su!^.ng — ma-nagement consultant, employee motivation 
consu^ta-^t. personnel management ccnsu'tant. 
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L Office~-i 

Maintenance— i 
Secunty— i 
Employment— I 
Pfomotton— i, b 
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c. Marketing Research Services— interviewer, teleprione surveyor, editor, investigator, 
evaluator;' director, analyst, supervisor, coder, trainee. 

d. Employment Services— salesperson, owner manager, serv^ce representative. 

e. Buying Services — resident buyer, buyer. 

The student must have identified the service category and at leas: two of the marketing 
careers given above ^n each category with 80% accuracy tc Tieet the proficiency level 
required- 
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LEARNING ACTIVITIES 



UNIT TITLE Business Services * UNIT ^8 OBJECTIVE #7 

Group * 

L Distribute Student Handout #55: "Business Services Scramble" to each of the stu- 
dents. Have the students unscramble the purrf^tc rieveal the ten categories of business 
services. The student who completesthe puzzles t\rstbecornes one team captain, and the 
second student to complete the puzzles becomes tHg^econd team captain. The first 
team captain selects ten classmates to serve on his "Business Services" team, and the 
second teram captain does likewise. Each team will then select five business services, on 
an alternating basis, for which they will investigate the types cf marketing careers found 
in each typ>e of busir»ess service, ^- 

Provide the following resource materials to the clas^. Directory of Occupational Titles, 
Handbook of Job Facts, the Occupational QutlooJ(..Handbook, and. if possible, the yellow 
pages directory from a metroDOlit3n area. Ask e^ch team to present their fi.ndings to the 
entire class in any way they wish such ^.s panel discussions, demonstrations, playlets, or 
bulletin board displays. 



2. Rev ievv trie bas;c inforrnationcoj^cerningthe marketing careers and their job descriptions 
foMnd m business serviced as outlined on Student Handout ^55. "Marketing Careers in 
Busmess ServiCtrS." Upon comf tion. explain the directions of the game activity, ^'Busi- 
ness Services Twiri' on Handout ^57 to the class. Then play the game as directed using 
the game board .vtth a spmner or use it as a transparency. 

Individual 

1. Give the stLident a copy of Handout -56. "Marketing Careers m Business Services/' 
Revie»v the careers with him. emphasizing job descriptions and the category of business 
services tn which each career is found. If in a metropolitan area, gtve him a copy of the 
yellow pages and have him tdent:-y at ^east one example of each type of business.service- 
Have the student select one cf the examples he has located, and conduct a telephone 
inter^-iew with the nr-anager to determine the number of people who work for him, what 
they do in their jobs, hew new business is solicited, and whatever other information the 
student can obtain. 

If you do not live *n a metropo- itan a'-ea. give the student a cooy of the classified ads from a 
City newspaper, and have the studen: follow the same procedure as outlined above: 

2- Distribute Student Handout ^5S: "Business Services Career Search" to the student- 
Have hin circle the forty marketing careers hidden m the cryptogram. After he has 
j::cated the careers *n the cuzzie. have the student identify the category of business 
service w rich each career represents. After he has completed the assignment discuss the 
caree*- title? with h;m. p^rvid;ng e^arrp'es of each, and answer any questions which he 
nr-ay ha^e. 
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LEARNING ACTIVITIES 

UNIT TITLE 8us/ness Services UNIT ^8 CSJECTIVE ^2 

Group 

1 . Divide the class into five groups. Assign each group two categories of business services so 
that all ten categories are covered. 

Each of the groups is to investigate the marketing careers found in their two categories of 
busKtess services. The groups wmII then prepare two short skits in which the students will 
assume the various marketing career roles found in the business service categories 
assigned. Allcfv.' at least on^ class period for the groups to investigate the marketixig 
caree-^s and prepare for their skits. ' 

Each group should introduce the title of the business service category assigned andihe 
carefr titles found the-^e^n ••charade-styie." After the other groups have identified the 
category and the career titles, the play should begin. Follow the same procedure for each 
group. Emphasise the marketmgcaireers found meach categc^-'y: owner manager, service 
•representative, and salesperson. 

2. Divide the class mto ten groups. Assign each grCvjp a different business service category. 
Each group is to prepare a description of each marketing career found in their category. 
Have t^e group write the descriptions on 3 ' • 5 index cards. Each card should contain 
the ca.'^eer title, the business service category, and a job description. Collect ail of the 
cards upon completion. 

Prepare and distribute game cards for each student, usmgthe format given in the sample. 
Student Handout -«^59: "Service/" RE^■E^*3^R: The order of the titles and or categories 
must t>e different for each cara. If poss.iti^. make the cards out of cardboard and or 
lamjnate them (ever tried clear contact paper?) so that you can use them for another 

class. * 

To play the game: (1) give the letter Dnder .vh-ch the ^tem may be found, for example. 
"unde'T the \ette^ V": (2) read the ]0b description cf a marketing career: if the student has 
the category ;n which that career js found, he covers that space with a chip, paper clip, or 
ciece of paper: (3^ give the title under which the item may be found: read tne description 
0- a busmess service category: if the stL-dent has a marketing career found in that 
category under that coiumn. he covers that space w;th a chip. 

The game is won when a stuce^^t has covered a^i the spaces withm a line either 
ncircntai'y. ciagcna;i,/. vert;caiiy. or cn the tour corners. 

3. This activity nay be used m coPiurction wtth the other fvo- group activitfes or as a 
supo-e'^-entary ^a-nngactu ity. it shcu!d net be used as the onrygroup activity to achie\'e 
ob^ectu-e -2, 

One caree' option .\h;ch is a'ways CDen to a student who is interested in going into the 
*ie^'3 of bussness services is that cf r.vner ma.-jager \n many instances less capital is 
"ecjuTed to beg^n a busmess in this t^eld than is norrr'aily required in other types of 
t)us:nesses. a'^O the incc^e opoc^un^ties are virtuaity unlimited for the person with 
!n:r<3trwe and imagination " As a supO'ementary activity to this objective, the student is to 
"try on the ro-'e of owner manager." 

110 



Have one student stand at one end of the room to represent the "positive" or "yes" 
position and a second student stand at the opposite end to represent the "negative" or 
"no" position Ask the rest of the class to take a position along the continuum at a point 
which would best reflect their reaction to the questions posed. Using examples of each 
. busiFiess service category, ask ihf. student what he would think of toeing an 
owner n.anager of that particular type of business. 

Periodically, ask the students to raise their h^nd if they know why they voted the way they . 
did. For those who took a very "positive" position, ask them why they felt that way. i.e. 
what wa> ippealmg about the idea. For those wh'o took a very "negative" position, ask 
them why they found the idea unappealing. 

After gomg^through examples of each category, identify tfie student(s) who haNe 
consfstently taken a very positive or a very negative po'^ition. Through directed discus- 
sioi. have the students m these two groups or "poles" determine if there are particular 
traits, features, or reasons tor their position which, for them individually, would be 
common or typica! for the owner manager cf any type of business. If so. have them 
identify them orally if they wish to do so. 

When they have finished, ask the students who consistently took a "neutral * position if 
they would change their vote(s) if asked the same questions again. Ask how many would 
oct change their vote Ask if they know why they A'Ould change. Ask if they know why they 
would not change. If they wish to do so. askthem togive t^^r reasons as to why they would 
or wocid not change their \^ote. 

\_ 

Individual 

1. Gt-c the student a copy of Stuaent Hancout ^56. After he has studted \t tor some 20*25 
m-.nutes. gr-e a set of cards entitled "Business Services." The format for these cards 
!S m Stucent Handout As a sj^^gest'on. -r.aKe the cards out of " ^ rdboard or laminate 
them futu'^e use. 

Thr? student fS to write m the titles c* the rr^arketm^ careers found in the business service 
category •de-'itf^ied at the top o* each card. When he has completed the assignment, 
review his answers with him. Discuss the descriptions of each car^°r. and answer any 
questions wh'ch he may haw'e. 

2. G:ve the stu Je-^-t a copy cf Student Handout ~ 55^ After he has studied ;t for some 20-25 
mi-^utes, hav? hin^. preoa^'e a bu''etm board or d^s^ *ay which depicts the ten categories of 

, ^business se'^ vices and evamp^e^so* m^arkettng C3?'e€rs found neach. If possible, place the 
■ ' d^so'ay \^ a schoo: ccrndor c-^ m the guidance counselor's office. H3\-e the guidance 
counselor mterview the student sn regard to marketing careers *ound m tiusir^ess se^- 
.ices, and use the student as an ■'e>:oe''t resource person" ir. reterr^ng other students to 
for * pf C'^a t !on m that area 
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LEARNING ACTIVITIES 



UNIT TITLE Business Services UNIT #8 OBJECTIVE #3 

Group 

1. Divide the class into five groups. Assign two business service categories to each group. 
Each group may then sub-divide into two sections with one service category assigned to 
each section, or the total group may elect tc complete the assignment for both categories 
of business services. 

The group is to form its own business service company and complete the following 
activities: .t 

(a) select a name for the company . 
' (b; determine the particular type of service(s) to be offered within the category as- 
signed. 

(c) identify the marketing careers involved in providing that service (be sure to include 
- ' the three careers common to ail categories) 

(d) brain storm and list ail of the advantages and benefits to be gainec^from an 
t- Organization's buying that service rather than providing it themselves 

(e) develop a. sales promotion campaign for their company including such items as a 
newspaper ad. radio or television comjriercia!. and spectal promotional events or 
features. 

i1) "present the company" to the total class in whatever manner the group selects; 
encourage role-playing and tne use of visual aids. 



2. Contact at least one compvany which supplies a business service m each category. Explain 
to each manager that a small group of students'woutd like to visit his office to discuss the 
oc>eration of his bustness with him. Request that he supply the group with the name and 
aa d'^ess of at least one of his customers. Have the group arrange for an inter\'iew with that 
customer to determine what particular service was purchased, why he chose to purchase 
the service rather than having his company or organization provide it. and the marketing 
ca^'eers involved m providing that service. 

Divide the class into ten groups and assign each group a different category. When the 
interviews hav^ been completed, have each group present its findings to the class. 



Individual 

1. G^we tne student a cosy of Handout ^61. "Meetirgthe Need in Business Sendees." For 
eac^ of the situations descrit>ed. the student ts to determine the category of business 
service Ahich acu16 most appropriately fulfill the needdescrit>ed. The student is then to 
tdent'fy tv'.o marketi'^H^ careers •.^h^c^ ^ight be invc'ved in providingthat specific service. 

Rei.ieA his answers wrth hirr to resolve any misunderstandings which the student mjght 
na ;e. D:scuss A'lth the student the major reasoas w*hy a company or organization would 
cu'chase the bus:ness service rather than supplying its own. 
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2. Ask the student to take a pit^ce of paper and fist the ten categories of business services. 
/ For each of categories, he \% to write a brief descriptive eKample of a business need 

/ Ah»ch that particular serv»ce category could fulfill. (Refer to Student Handout *56 for 

exampies.) He is then to identify at least two markettngcareers which might be involved in 
« proviciing that service. Explain to the student for tt>e purposes of this assignment, he ;s 
not to ide<nt»fy the tnree common marketing careers for the following categories: promo- 
■ t;on. salv'S. buymt;. ^^larketmg research, marketing management consulting, ar'd finan- 
cial.* ' •, 

Revie-A h's af^s^ers vMtn him to clarify any misunderstandmgs he may"ha/e. 
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p e rso n a I s e rvi ce s : 

o 

ERIC 



PERSONAL SERVICES: PLEASING THE PEOPLE 



Competency ^ 

Ability to relate marketing occupations and personal service businesses to the needs of 
consumers for special personal services. 

Objectives 

1 . Given a list of twenty marketing careers, the student will identify the ten personal service 
careers WUh 80% accuracy. (Knowledge) 

2. Given ten descriptions of marketing careers in personal services, the student will supply 
the appropriate career titles with BQ^'o accuracy. (Comprehension) 

3. Given five consumer situations, the student will relate the personal service businesses 
and marketing careers v^ntch will provide the necessary services with SO"© accuracy. 
(Application) 

Concepts 

1. Personal service businesses are those which provide special services which are unique to 
the individual consumer's needs. 

2. Personal service businesses which provide marketing career opportunities can generally 
be grouped into the following areas: 

Personal Care - dry-cleaning, diaper service, beauty salons. 

Automotive Ser^'/ces — parking lot, service station, repair shops, car washes. 

Honie Motntenance ~ir\{er\cff 6ecoral\r\'g, domestic service, pool care, lawn service, pest 
control. 

Manne SerL'/.ces--fuel service, boat repair, dry dock storage. 

Burial Seri^/ces — cemeteries, funeral homes. 

Pvt Care — boarding kennels, grooming shops, training schools. 

Protection — securWy services, detective agencies, bodyguard services. 

Rental /A^enc/os —equipment supply, storage space, trailers truck leusing. 

Utility Companies - eJecXncdy. gas. water. 

3. Three classtficatioris of careers are found in personal service businesses: 



The marketing careers found in a// personal service businesses include those which 
proniotv and market the personal sen/ices as well as those which operate and manage th(? 
personal service businesses. In those personal service businesses, which specialize \n 
one of the marketing functions, such as storage companies, marketing careers may also 
be found in actually providmg the service itself. 

Examples of marketing careers found in each category of personal services a'^e: 
MARKETING CAREERS COMMON TO ALL PERSONAL SERVICES 



Owner Manager 



Safes Agents 



Service Advisor 



Directs and controls all activities, operations, and per- 
sonnel involved in a business which produces and mar- 
kets a special personal service. 

Assists the customer in selecting the •service to suit his 
needs and handles the sales transaction; is sometimes 
called an attendant and may actually perform some ser- 
vice. 

Gives the customer specific information concerning the 
service, rates, etc.; sometimes combined in small 
businesses with another job. 

Some rnarketing careers which are found only within particular personal service busi- 
nesses include: 



MARKETING CAREERS UNIQUE TO PERSONAL SERVICES 

MutQuwiive Serv/ces 

C.ir Wasfier Cleans inside and or outside of an automobile usually at 

an automatic washing unit; may also pump gasoline and 
write sales tickets. 

Cashier Totals bill and calculates tax. handles the closing of the 

service transaction at parkmg lots, auto repair shops, and 
car washes. 



Pfjrktng Lot Attendant Gives customer claim check, parks the car or directs 

customer to a spot. 

Service Station Attendant Assists motorists by filling gas tanks, washmg windows. 

and checking oil. 



Cemetery Director 



Supervises ail workers and activities for burial prepara- 
tion and grounds maintenance at a cemetery. 



Funeral Attendant 

Funeral Chauffeur 

Funeral Director 

Groundskeeper 
Lady Attendant 
Memorial Agent 

Memorial Counselor 

Home Maintenance 
Butler 

Fumigator 

Interior Decorator 



Lawnrnan 

Pf»st Control Operator 

Pool Servjceman 

Mjnna Serf/ces 
Manna Attendant 

Pf^rsonaf Care Services 



Performs many tasks including movement of casket, es- 
corting mourners, and assisting the director. 

•Transports body from death place to mortuary to ceme- 
tery. 

Supervises all activities and personnel for burial prepara- 
tion and services. 

Maintains the grounds and monuments of a cemetery. 

Prepares female bodies for funeral services and burial. 

Handles arrangements and coordination of burial ac- 
tivities and personnel. 

Assists clients in selecting plots, and crypts, grave cover- 
ings, markers, and service details. 



Greets guests, escorts them to sitting area, serves re- 
freshments, and provides services as they are requested , 

Treats a home infested with termites or other household 
pests. 

Reviews house or apartment and makes rec- 
ommendations on colors, furniture, drap)es, and acces- 
sories; secures the necessary personnel to handle the 
work diid si^ervises all activities. 

Cares for the maintenance and appearance of lawns, 
shrubs, trees and related outdoor grounds areas for per- 
sonal residences. , 

Sprays inside and outside of homes to prevent bugs, 
termites, and pests. 

Inspects, cleans, adjusts, and renairs swimming pools, 
decks, and related equipment or materials. 



Assists customer in obtaining gas, oil. and water; loads 
boat into dry dock storage or boat slips. 
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Deliweryman 



Transports i.ierchandise which has been serviced or 
rented to and from customers, such as laundry, dry 
cleaning, and baby diapers. 



Pet Care 
Groomer 

Pet Assistant 

Trainer 

Protection 
Bodygu^-:) 

Rental Agencies 
Packer 

Utility CoTipanies 
Meter Checker 

Meter Reader 



Cleans and improves the personal appearance of pets, 
usually dogs. 

Feeds and exercises pets who are being boarded, cleans 
cages and pets, may pick up and deliver animals. 

Teachesanimals toobey on command and instructs own- 
ers in proper techniques of working with their pets. 



Escorts client, watches for da igerous situations and per- 
sons, inspects lodging, transportation, and recreation 
settings. 



Prepares good's which are going to be stored by customer 
in a warehouse and places it in the proper storage area. 



!n:pects meters to determine accuracy of readings and 
proper functioning. 

Checks utility meters, usually monthly, to determine 
amounts used by customer* 



Equipment 

1. Filmstrip projector. 16 mm film projector, slide projector. 

2. Overhead projector, projection screer{, chalkboard. 



Materials 

1. Film: ''What Do You Want?** 



2. 
3. 
4. 



Filmstrip: "Career Game" 

Slides: "Careers in Service Stations" 

Career World Magazine, Vol. L No. 7, March 1973, "Personal Services Occupations/' 



6. Dictiondry of Occupational Titles 

7. Encyclopedia of Occupational Titles 
Finding Your Job Booklets 

9. Handbook of Job Facts 

10. Occupational Awareness Mini-Briefs 

1 1. Ccrupatiofnrji Briefs. Chronicle Guidance 

12. Occupational Guidance Booklets 

13. Occupations and Careers 

14. Popeye and Personal Ser\/ice Careers 

15. Project Loom Umt: "Service Station Operator" 

16. What Job For Me: "Pete the Service Station Attendant" 

17. Widening Occupational Roles Work Briefs 

18. Your Job in Distribution 

Supplies 

1. Posterboard, constructtoti paper» cardboard. 

2. Glue, tape, scissors, rulers, rrujgtc markers. 

Special Resources 

1 . Student Handouts ^ 63 68 

2. Commercial Games; "Card Cubes" 

"Quibic" 



THE PERSONAL SERVICES SCENE — KEY 

These ten marketing careers should have been circled: 

Funeral Director Rental Agent 

Car Washer ■ Cemetery Director 

Fumjgator Meter Checker ' 

Marina Manager Service Advisor 

Kennel Operator Service Station Attendant 

A score of 8 correct answers for 80''o accuracy will satisfy objective #1. 

The following personal service careers in marketing should have been identified: 

1. Service Station Attendant 6. Cemetery Director 

2. Rental Agent . 7. Marina Attendant 

3. Meter Reader 8. Butler 

4. Service Advisor 9. Groundskeeper 

5. Funeral Director 10. Kennel Operator 

If the learner accurately identtfied 8 personal service careers for 80"o accuracy, he will 
achieve objective ^2. 



These personal service businesses and careers should have been recommended: 



BUSINESS 

a. Marina 

b. Utility Company 

c. Pest Control Agency 

d. Equipment Rental 

e. Service Station 



CAREER 

Maf'ina Attendant 
Meter Checker 
Pest Control Attendant 
Rental Agent 

Service Station Attendant 



When the learner achieves 8 correct answers forSO^'o accuracy, he will complete objec- 



THE PERSONAL SERVICES SURVEY — KEY 

1. These marketing careers in personal services should be identified: 
Kennel Operator Service Station Attendant 
Meter Reader Bodyguard 

Rental Agent Memorial Agent 

Funeral Djrer tor Fumigator 

Marina Attp idant Cemetery Worker 

A score of 8 correct careers for 80^o accuracy will complete objective #L 

2. These marketmg careers in personal services were described: 

a. Funeral Chauffeur f. Fumigator 

b. Kennel Operator g. Cemetery Director 

c. Rental Agent h. Service Advisor 

d. Marma Attendant s i. Meter Checker 

e. Service Station Attendant j. Pest Control Operator 

VVnen the student distinguishes 8 careers accurately, he will achieve objective #2. 

3. These personal service businesses and marketing careers should have been recom- 
mended: 

BUSINESS CARtER 

a. Pest Control Agency Fumigator 

b. Kennel Kennel Operator 

c. Utility Company Meter Checker 

d- Marina Marina Attendant 

e. Funeral Home Funeral Atteti 

If the student recommends 8 items correctly for 80°o accurac^ .jitis>fy objective 

^3. 



LEARNING ACTIVITIES 

UNIT TITLE Personal Services: Pleasing the People UNIT ^9 OBJECTIVE #i 



Group 

1. Divide the students into groups of three. Have one student serve as a moderator/judge 
and two students r.s contestants. Give each group thirty cards about 2" • 3" or half of a 
small index card. Write the following personal service careers on the chalkboard or 
Overhead projector: 

Butlo.'' Funeral Director Meter Checker 

Cemetery Director Groundskeeper Pest Control Operator 

Fumigator Kennel Operator Rental Agent 

Funeral Attendant Lady Attendant Service Advisor 

Funeral Chauffeur Marina Attendavit ' Service Station Attendant 

Have each group prepare two cards for each of the fifteen job titles. On the back of the 
cards, have them place one number on each card 1 -30. Each title should have a different 
number on its back in random order. After ail groups have completed the cards, rotate 
sets of cards among groups, so that no group has the set it prepared. 

Explain to the stud^^nts that they are going to see which of the two contestants in each 
group can match the most career titles by guessing the numbers. The numbers would be 
showing on a table, five riumbers in a row, with six rows tc total 30. For example, the first 
row would have numbers 1-5, the second row numbers 6-10, etc. ' , 

Each student will select two numbers and turn them over. If they ar' the same career title, 
he earns a point and may try for another match. If he does not match two career titles, his 
oppor^ent trtes to select two numbers with matching careers behind them. The contestant 
wfth the most points wins the game. Alternate students at the end of the game so that all 
students serve as contestants. 



2. Assign each student one of the personal service careers found in Student Handout #63: 
-Personal Services Search" and give him a sheet of plain white paper 8^ 2" ■ 11". Ask him 
to draw a picture or cut out a picture from a magazine that he thinks describes that, 
marketing career in personal services. Tell the students to write their career titles on the 
back. 

Collect the pictures and display them around the room. Assign each of them a number. 
Write the career titles on the chalkboard or overhead projector. Ask each student to rotate 
around the room and decide which career he thinks matches each of the pictures. 
Discuss the group^s results after each student has completed his review of the pictures. 
Ask students to explain why they drew the picture or cut out the pictures that they did. 
Have them guess which types of businesses employ each of the marketmg careers 
involved. 



Individual 

1. Give the student a copy of Student Handout #63: ''Personal Services Search" and have 
hjm complete the puzzle as directed. When he has completed the puzzle ask him to relate 
//hat he thinks personal services means. Explain the term and ask him if he can think of 
any types of businesses which provide services to individuals other than those studied. 
Have him relate the careers in the puzzle to service firms. 



2. Provide the learner with Student Handout ^64: "Personal Services Please" and have him 
use the letters on the telephone dial to solve the puzzle. When he has completed the 
puzzle, ask him to think of a business that would hire the personal service careers 
mentioned. Can he think of any other personal service careers than those in the puzzle? 



Special Media 



I. 


Film: -What Do You Want?" 


2. 


Filnistrip: ' Career Game" 


3. 


Slides: ''Careers in Service Staiions" 


4. 


C:;reer World Magazine, Vol. 1. No. 7. March 1973, "Personal Services Occupations 


5, 


Career Briefs 


6. 


Dictionary of Occupational Titles 


7. 


Encyclopedia of Occupational Titles 


8. 


Findmg Your Job Booklets 


9. 


* 

Handbook of Job Facts 


10. 


Occupational Av\/areness Mini-Bnefi 


11. 


Occupational Briefs. Chronicle Guidance ^ 


12 


Occupational Guidance Booklets 




Occu^,aiions and Careers 


14. 


Popeye and Personal Service Careers 
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LEARNING ACTIVITIES 



UNIT TITL E Personal Services: Pleasing the People UNIT #9 03JECTIVE #2 
Group 

1. Divide the class into two teams and have each team select its captain. Develop a set of 
cards with the titles of all the marketing careers in personal services.found in Student 
Handout #65. Explain to the group that two members from each team wilt begin the game. 

The first pair winning the toss will get the first career title. One of the pair will see the 
career title and must give a clue word to his teammate. His teammate has ten seconds to 
give the career title. If he gets it, his team earns 5 points. If not, the other team's pair may 
try to earn 4 ppints. If they are unsuccessful, the original pair may try again for 3 points, 
and so on. After each career title is guessed, review the job description of that career. 
^ Alternate p^irs from teams every 1-3 rounds. 

2. Duplicate a copy of Student Handout #66: "Personal Services Spirar'and give it toeach 
student. Make a transparency of the handout and project it on the screen. Explain that 
the job descriptions are tor marketing careers in personal services. Have the students 
(A^ork on it for about ten minutes and then review it using the transparency as a guide. Fill 

the answers on it as you go. I 

Individual V 

1. Provide the learner with Student Handout/65: "Personal Services: Pleasing the People" 
and have him study the information onfthe sheets. When he has done that, ask him to 
select the three careers of most interest to him and complete three copies of Special 
Activity Sheet #4: "Career Questionnaire." Call local businesses to arrange a convenient 
time for him to visit and question the career personnel he has selected. Discuss his 
choices and why he selected the jobs he did. 

2. Give the student "Personal Service Situations" in Student Handout #67. and have him 
complete it as directed. Tell tne student that there are no right or wrong answers. Let him 
refer to the career descriptions m Student Handout #65 to make his decisions. Review his 
responses with him. asksrg him to explain his reactions in the situations. 

Special Media 

L Project Loo ni Umt: "Service Station Operator" 

2. What Job For Me: ''Pete the Service Station Att(r dant" 

3, Widening Occupational Roles Work Briefs 



4. Your Job in Distribution 



LEARNING ACTIVITIES 



UNIT TITLE Personal Services: Pleasing the People UNIT #9 OBJECTIVE #3 
Group 

1. Develop a set of consJmer situations around the following personal service businesseji 
and have the students roleplay the marketing careers that would be involved in handling 
the given situations. 

Boarding Kennel Marina 
Cemetery Pest Control Agency 

Electric Utility Company Repair Service 

Funeral Home ^ Service Station 

Discuss each situation after a group of students has covered it in a roleplay manner- 
Emphasize the type of business and marketing careers that were involved. " 

^. Obtain five local directories for the students to use. Divide the^class into five groups and 
assign each group two personal servic(f businesses. Have the groups go through the 
telephone directory ana find out what local businesses supply that type of service. 

Have the group list those businessies and the marketing careers which could be found 
there. Ask them to identify some consumer situations that would be handled by those 
businesses and career personnel. When they have completed the task, ask each group to 
select one situation from each of its businesses and read it to the rest of the class. Have 
the class decide what personal ser/ice business and marketing career would best handle 
that situation. • ^ 

Individual 

1 . Collect recent newspapers from at least three major cities in the state. Give the classified 
sections^to the student and have him cut out ten different marketing careers in personal 
services for which there are openings. Ask him to glue them in the appropriate boxes^of 
Student Handout #^8: "Classifitd Personal Service Careers." ^ 

In the second column have the student identify the kind of businesi runniing the ad and in 
the third column tell him to explain the particular consumer situations handled by that 
career for that business. Review his responses with him and give him some consumer 
situations to determine the careers and businesses that would^est handle the given 
sltuat?ons. 

2. Give the student a copy of Special Activity Sheet #9: "Marketing ServLeS: Grotrp Re-. 
, search Project'' and have nim develop a personal services notebook as directed. As the 

student is working on his notebook, discuss various'consumer situations involving per- 
. sonal services and have him relate the personal service businesses and marketing careers 
in his notebook that would best handle the situations that you have described. 

Special Media . 

1. Film: "What Do You Want?*' 



2. Filmstrip: "Career Game" 131 



3. Slides: "Careers in Service Stations" 

4. Career Worlc/Magazine, Vol. 1, No. 7, March J 973, "Personal Services Occupations." 

5. Career Briefs 

6. Dictionary of Occupational Titles * 

7. Encyclopedia of Occupational TiJes 

8. Finding Your Job Booklets 

9. Handbook of Job Facts 

10. Occupational Awareness 'Mini-Briefs 

I 

11. Occupational Briefs. Chronicle Guidance 

12. OccupationaLGuidance Booklets 

13. Occupations and Careers 

14. Popeye and Personal Service Careers 
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LODGING/FOOD: LIVING IN LUXURY 



Competency 

Ability^o relate ma-'keting careers to the services provided by the food and lodging industries. 

■* 

Objectives ^ 

1. Given ten marketing career titles in food and lodging and their descriptions, the student 
^^'\\\ match the titles to the descriptions with 80°c accuracy. (Knowledge) 

2. Given a blank caree'' progression diagram and ten marketing careers in lodging and food 
services, the student will develop a logical career sequence of occupations from the entry 
to management levels with 80^o accuracy. (Comprehension) 

^ ' , . 

3. Given five customer situations involving the marketing of services in food and lodging, the 
student /vili indicate the marketing career personnel who woulrl best handle the given 
Situations with 80^o accuracy. (Application) 

Concepts 

1, Lodging businesses provide sleeping and resting acc r^mmcdations to their guests. Lodg- 
ing businesses include hotels, motels, and resorts. Many of them also provide food 
serw'ices- The food ser\'ice industry provides customers with the convenience of pr^^oared 

- food and beverages. Types of food service businesses incJude restaurants, cattrterias. 
fast food operations, and catering firms. Together the food and lodging businesses are 
otteaca'led the hospitality industry. 

2. 'n our mobile society, the demand for lodging and food services has increased tremend- ■ 
ously throughout the nation. With Florida's mahy recreational and tourist industries 
drawirg millions cf tourists each year, the food and lodging ser\'ices have become the 
leader in c^roviding career opportunities. Some o^ the marketing careers available in food 
and lodging 'nciude; 

MARKETING CAREER JOB DESCRIPTiO\- 

Assistant Vanager Ai-ds the restaurant manager in operating the business 

Bell Capta n Organizes and super^-ises the activities of t)ef*men 

Bellman Proy-des special services for guests including baggage 

handling 

Bjsboy C'ears and sets tables, aids waiters- waitresses ' 

Cashier- ^ Handles oay-ment of biiiSv cashing of checks, and ma^;ng 

daily reports 

Caterer , - Plans, directs, and controls Dersonne! and activities in 

the preparation ana ser^'ing of food prepared and de- 
livered to a client . 



Checker 

Convention Coordinator 

Couriter Gfrl 

Dc':^rman 

Elevator Operator. 
Executive Assistant 

Executive Housekeepef 

Front Desk Supervisor 

Head Waiter 
Hostess Host 

Innkeeper 
Maitre d* 

Parking Attendant 

Pu'^chasmg Steward 

P jrchasmg Vanage*' 
Recreation Coordinator 

Reservation C'erk 

Restaurant Manager 



Totals food items on cafeteria tray and places slip on 
customer's tray 

Organizes and oversees program and facilities activities 
for a meeting, assists guests in handling meeting details 

Serves food customers at quick-service seating 

Greets guests at the door, has baggage and automobile 
taken care of for customers 

Runs the elevator for hotel guests and provides them 
information 

Aids the. innkeeper in supervising personnel and ac- 
tivities in a hotel motel 

Inspects rooms and public areas for cleanliness and 
order and supervises cleaning people 

Coordinates ail front desk activities and workers in a 

hctel mctel 

Oversees all dining room activities and ser\'ing personnel 

Greets customers as they enter a d ning area and escorts 
them to their table 

Directs and controls all lodging activities and personnel 

SuperwMses ali food preparation and serving personnel 

Super^'ises closing of day's books and arranging the ^ol- 
!::wing morning check-outs 

Parks, secures, and returns a guest's automobile and 
gives him a claim check 

Purchases foodstuffs, equipment, and supplies for a 
food service business 

Directs all tiuying activities for a food lodgmg chain 

Plans, organizes, and supervises leisure activities for 
lodging guests 

Receives and handles advance room requests and ar- 
rangements 

Directs and coord i rates ai! food serwice ;vorkers and ac- 
ti^-ities 



Room CJerk 
Soles Manager 

Service Superintendent 
Server 

Vtf3iter Waitress 



Assists guests 'H selecting and registering for their rooms 

Supervises all personal selling and promotional person- 
nel and activities tor a hotel 

Coordinates all public area activities and workers includ- 
ing baggage handlers, doormen, elevator operators, and 
maintenance; personnel 

Takes order and serves food to cafeteria customers 

Answers questions concerning food, writes and places 
orders, and serves the customers 



Personnel may begin and advance m the food and-lodging industries in various ways. The 
ca-eer levels of the marketing careers below suggest several progression avenues: 



Caterer 

Restaurant V.anager 
Ass'Sta-'- ^'lanager 

Front Desk 5uDerv;sor 



CoPwentirn Coord-natc 
Pu-ch35^ng Ste.varc 



".'anage'^ient Speaalist 

. rvice Superintendent 
innkeeper 
Executive Assistant 
Sa^es \1anager 
\:ght Manager 

Vaitre d' 

3elf Captain 
Head Waiter 
Recreation Coordinator 
Rese^ation Cierk 



Doorman Etevator Operator 

Parking Attendant Waiter Waitress 

4, Many lodging businesses provide numerous services to their customers in providing them 
with room accommodations. Some of these include: 

Entertamment Room Service 

Laundry Cleaning Limousine Service 

Fiaygrour.d ■ Sports Facilities 

Beauty Barber Shops Swimming Pool 

Telephone Messages Baby Sitters 

Television Radio Vending Machines 

Equipment 

L Fiimstrip projector. 16 rnn film projector, slide projector. 
2 Tape recorder, record player, video tape recorder, 
3. Overhead projeCvOr. bulletin board, chalkboard. 

Materials 

L Fiims: "At Your Service" 

"The Freedom to Success " 

■■Hamburger University" 

■■Hotel Beach P.^rty" 

*■! Like People {:-?oom Clerk)" 

■■The Magic Touch (Maid)" 

■■Road to Hospitality"" 

"The Ten Minute Ambassador (Bel'man)"' 

2, FHrnstrips: 

3. Cassette Tapes: ■■American Occupations"' 

■■Career Deveioprr.ent"" 
■■Career tapes senes"" 

Caree.^ Opoortunitjes: i^''3''ket>ng. Business and Office Soeaa-' sts 

5. Career Opportunities. New Yck Life insL"^ance Corrpany 

6. -Career Wc-^d." Vol. 1. No. 9. May 1973 

7. Ca-^eer Srie*s 



8. Dtctfonary of OccupaUonal Titles 

9. EncydODedia of Careers and Vocational Guidance, Vol. I & II 

10. Finding Your Job Booklets 

1 1. Food Service: A Career to Consider Booklet 

^2. Food Service iVorker Booklet 
13- Handbook of Job Fac's 

14. Job E^pe'-^ence F.it: Motei \^^anagKir 

15- Occjpat'cnal -^.vdre'^ess >^i/ni-Bnefs 

16- Gccupattonal Sriefs. Chronicle Guidance 
17. Occupational Snets. Science Research 

15. Occupational Guidance Booklets 

19. OccLpaticna: Gui^^s 

20. QccL^pations an::! Caree"^ 

21. Prz;ect Loo-: Ur-ts 

22. >.Vnat Job For Ve 

23. iVo^*- Sr/efs 

24. Vow Ca-ee- m the Hctei I'ore' Inousty 
25- ^'cj' Jzb :n D^stnbut-cn 

Supplies 

1. Cardzoa'^d, boxes, i.g^t wood, construction pape^ pcsterboar 

2- Glje. taox... stap'er. scissors, thumi: tacKS. ru-e^s. 

3- Vagio ma'^kers, feit-tfp pens, cen, (nde> cards. 

Special Resources 

1. Student Handouts ^69-73 

2. A-^-'-ican Hotel and Votel As^C'intion 
3- \a:iona' Restaurant Assoc at-on 



THE LODGING/FOOD SCENE—KEY 



The 


following careers should have been identified; 






1. 


Innkeeper 


6. 


Restaurant Manager 


2. 


Executive Housekeeper 


7. 


Reservation Clerk 


3 


Front Desk Clerk 


8. 


Bellman 


m 


Hostess 


9. 


Waitress 


5. 


Cashier 


10. 


Busboy 



The student will satisfy objective <f lif he identifies 8 careers correctly for SO^'o accuracy. 
The rnarketink: careers should have been arranged in the following order: 



LODGl\G 
L Innkeeper 

2, 5er\':ce Superintendent 

4. Front Je^-K C'£-rk 

5. Be'ip^.an 



FOOD 

L Restaurant Manager 

2. Maitre d* 

3. Head Waiter 

4, Waitress 

5, Busboy 



If the student arranges S of the careers in the correct order for 80' = accurircy. ^e" .virtha^we 
acn^eved objective ^2. 

These careers shoj'd ha/e been C'rcted: 
1^ 3 — Restau-ant Manager 

2- D — Be:!n-ar 

5. D — "Reservation OerK 

4. B — Co-^-vePu'DH Coo:^0!na*or 



COrr^-ct 3^SAers "o^ 
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THE LODGINGTOOD SURVEY — Key 

1. These an^vNe^-s should have been given: 

1. J 6. I 

2. G 7. E 

3. A 8. E 

4. C 9. H 

5. D 10. F 

The student wiil satisfy objective ^I'^f he correctly matches 8 careers for SO^c accuracy. 

2. The Tiarketing careers should have been arranged m the following order: 

LCDGING FOOD 

I. inriKeeoe^ 1. Restaurant Wanager 

2- Serwice Superintendent 2. \1aitre d' 

3. Front Desk Clerk 3. Head Waiter 

Docman 4.. Waitress 

5- Bellman . 5. 3usboy 

If tf^e student arranges S of the careers fn the correct order for 80^c accuracy, he vvil! have 
achie\-ed objective ^2. 

3. These careers vvouid best handle the s^tuatlcns: 

1. Con\.ent;Cn Coord-nator 

2. Purchasing Manager 

3. Front Desk Clerk 

4. Cas^jer 
5- Vattre d' 

A sco^e of 4 ccn^ect a^^S'^^^rs for SC^c accuracy vviH satisfy ob-eitive ^3. 
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LEARNING ACTIVITIES 



UNIT "^ITLE LodgingTood: Living m Luxury UNIT ^10 OBJECTIVE ^1 

Group 

1 . Review the guidelines rn Special Activity Sheet «^ 7 : "Career Trip'* and schedule a field trip 
to a large hotel in the area-'.vhich has a restaurant and which hosts conventions. Prepare 
students ahead of time to find as many job titles as possible while they are on'the trip. If 
possible, take slides on the trip and collect any samples of postcards, brochures, etc. 

When you return, have each student list as many career titles as possible that he can 
remember from the trip. Compile a list on the chalkboard and have students explain the 
job duties of each career. 

2 After you have covered the ca^'eer information in Student Handout «f69: "Lodging and 
Food Careers." give each student a blank copy of Student Handout «^71 : *" Hotel." Provide 
them a list of food careers for the first two columns "H" and "0" and have them write ten 
careers m the ten spaces. Give them a list of Hotel careers and have them put fourteen 
careers in the three co!i*Tins *T." '*E." and "L." 

If you took slides on a fteld trip, you niight alternate showing slides and giving job 
descriptions t:^ students and having them guess the career title. If they have the career 
title tney would place a marker in that box. The game should be played like bingo, but a 
si^de should be shown or a description read msteaa of giving the career title. 

Individual 

1. Gi^'e the student a copy of Stucjent H3n::cut ^69: "Lodging and Food Careers'* and have 
him study the mformfliiion. When he has fmished the information have him comz^lete the 
attached scramble puzzle. Review his answers \,\ith him and discuss the responsibilities 
of each career m the puzzle. 

2. Provide the learner with Student Handout ~72: "Lodging Food Services Puzzle. "Ask the 
student to read each job descnpt'on =nd p^ace the correct career title in the appropriate 
blanks of the puzz e. Cbr^ck the stu >rr;?:s' a^swe'S and rev ew the food lodging careers 
and job Cijt:es. 

Special Media 

1- Fi ms: "At Your ServiCe^* 



Career Opportunities: Marketing, Business and Office Specialists 
Career Opportunities, Nevy York Life Insurance Company 
"Career Worldr Vol. 1, No. 9, May 1973 
Career Briefs 

D'Ctionary of Occupational Titles 
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\ LEARNING ACTIVrTtES 

UNIT TITLE Lodgingf:Food: Uving in Luxury UNIT #iO OBJECTIVE #2 

Group , 

1. Write the following cfuestion on the chalkboard or overhead projector: Who would you 
rather be? Write these twelve marketing careers in lodging aod food services underneath 
the question: - \ 

Innkeeper Restaurant Manager 

Service Superintendent . Maitre d' 
Room Clerk Host Hostess 

Reserv^atfon Clerk \ Waitress/Vv'aiter 
Executive Housekeeper Busboy 
Bellman Cashier 

Ask students to indicate by voiirg which job they would select from those g*ven. Have 
them explain why. If they ter. i to select careers such as Innkeeper or Restaurant Man- 
ager, ask them why they^se'ected those. Have them relate career steps which usually 
must be taken in reaching the management level careers of Innkeeper and Restaurant 
Manager. Include other careers that are not listed. 

2. Divide the class into three teams and select a scorekeeper. Make a transparency of the 
•'Career Chart** in Student Handout *73 and project it on the wall orsceen. Explaiatothe 
class that each step of the triangle equats a step in career progression from entry to 
management level in the food lodging services. 

Devebp questions pertaining to each career step 1-6. Explain to students that each team 
must answer a question correctly ateach step before it can go on to the next. For exa mple, 
they must answer a question at steb *1 before they can go to step ^2. The first team to 
reach the top management !evei wins the game. Have the team draw numbered slips to 
determine which team begms the game, who will be second, and third. 

individiial 

1. Gfve the student a copy of Student Handout ^74: "Career Ladders in Food and Lodging." 
Have him study the job progression and ansA'er the questions at the end. When he is 
finished, review his responses with him and relate the various career avenues which may 
be taken. 

2. Provide the learner ^vith Student Handout ^75: '*Lodgtng rcoC Brainteaser** and ask him 
to complete the puzziea^ directed. When he is finished, review the solution to the puzzie 
a- d the career ladders availab'e '.n the food and lodging service industries. 

r c Meaia 

! Encyc:opec!3 of Careers and Vccat/Dnai Guidance. X'ol. I & 1! 

^r^d-r^ You^ Job Booklets 
3, • v>er/.'ce: A Career to Consiaer Booklet 
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4. Food Service Worker Booklet 

5. Handbook of Job Facts 

6. Job Experience Kit: Motel Manager 

7. Occupational Awareness Mini-Briefs 

8. Occupational Briefs. Chronicle Guidance 
9- Occupational Snefs. Science Research 
10 Occupational Guidance Booklets 

1 1 . Occupational Guides 

12. Occupations and Careers 

13. Project Loom Units 

14. What Job For Me 

15. Work Briefs 

16. Your Career in the Hotel/Motel Industry 

17. Your Job In Distribution 
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LEARNING ACTIVITIES 

UNIT TITLE Lodging/Food: Living in Luxury UNIT #iO jOBjECTIVE #3 
Group V-/'''"'^^ 

1, Brainstorm with the group for 2-3 minutes on the types of services which a 
hotel restaurant might offer to its guests. Mavea student serve as a recorder or use a tape 
recc'de- to tape the responses. Remind students that this is not a time for discussion; 
they will have an opportunity to decide on a ^swers in a few minutes. Discuss the services 
mentioned by the students and add any to the list they have not provided. 

Make a transoarency of Student Handout *^76: **Service Success'' and give studer^ts 
copies 0* it. Ask them to shade in the areas which are services and review it on the 
transparency. Have students explain which hotel and restaurant careers would be in- 
volved with the services and others identified in the brainstorm session. 

Ask students what marketing services hotels and restaurants offer that aidSother busi- 
nesses ;n their operation and how. Include ir, your discussion real estate, finance, 
insurance. transp;^rtat;on, recreation, communications, business services, and personal 
services. 

2. Afte*' the students have studied the information m Student Handout ^77: ^'Services in 
the Hotef Restaurant", have the students design and construct a motei and restaurant 
u3,ng soTie of the guidelines m Student Handout «7S: "Building a Model Motel/* Have 
the students -Identify t*^e services that their motel restaurant will offer Including the 
recreation ^3C:ii<:ies. Let them develop the mctei restaurant using their ideas. Have them 
identify the rrjarketmg careers vvhich would be involved in providing the services to their 
customers and guests. 

individual 

I. G-'ve the -earner Student Handout -77: ''Services m the Hotel Restaurant." Have him 
study trre infcmaticn and coTiplete the actiwtties foMcwing the information. Review his 
results Aith hirn and discuss the various services provided by hoteis and food estabiish- 
iT.erts to threir customers- 

2- Prc\-ide thejtjjdent with Student Handout ^79: Activities in the Hotel Restaurant** and 
hawe hi^ corr;plete a-\ the related activities attached. After he has completed the^c- 
tiw'it es. -ev^eA his results vN^th hin. Ask hin to name som.e special services provided by 
hotels and restaurants and name the marketing careers which would be involved in 
0^*0^ iding these sen. ices- 
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CAREER DECISION 



1 



Choosing a career whtch will give you job satisfaction for the rest of your life m3y well be the_ 
most important decision yov will ever make. You must make this decision carefully and wisely. 
You will find almost limitless job opportunities in the field of marketing. 

Most young people entering the labor market ^oday will change jobs from three to twelve- 
times during their lifetimes. There are many reasons why workers change jobs: p<rrsonality 
problems, health, financial, improper training, job obsolescence, work adjustment, advance- 
ment, and in many cases a poor career choice by tfne worker. « 

To make the right career decision, you must match your interests, aptitudes, values, and 
personal qualities with an occupation needing your abilities and rewarding your interests. 
Select three careers in whfch you think you might be mterested. Check the Dictionar/ of 
Occupatfonaf Titles. Encyclopedia of Careers and Vocational Guidance, afid OccupMionaJ 
Outlook Handbook. Handbook of Job Factsl and other career information sources that are 
available to you. Inve^'tigate each career thoroughly and choose the one whicvi seems to rViatch 
your talents, valueis, and interests, as well as provide a challenging, interesting, and satisfying ' 
career. Ren^ember that this decision must satisfy your long-term goals. 

First career choice [ 

Seccno career cynoice 

Thsr:: career choice - 
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CAREER INTERVIEW 



Student's Nrime: Date: 

Name of persoii interviewed: Business: 

Questions to be aoked by person conducting the li-Isrview: 

\ 

1. What i^ your career title? ^ 

2. What tasks do you perform on your job? 

3. What educational training and occupational experience is needed? 

4. What personality traits are most important in your field? 

o , 

5 What skills and knowledge are required in this cccupatipn? 

5. How would you describe the working conditions of^your job? 

7. Could you tell me the approximate starting salary of wor'-^ers in your occupation? 

8. What are some of the fringe benefits and rewards offered by your compo -^-^ 

9. What do you consider the major advantages of your career? 
. 10. What e^re the major disadvantages of your occupation? 



11. What are the advancement opportunities in your occupation:' 



CAREER QUESTIONNAIRE 

1. Name: 2. Employer:. 

■3. Job Title: 4. Address: _ 

5. Job Duties: : j 



5. How did you get your job or the job leading to it? 

..^Public employment office -—Newspaper want ads 

Private employment office -^-^O.; Coordinator 

r i(3nds and relatives — .^P-rvi^nal application 

7. What type of training did you receive before going to work full-time? 

Less than high school Junior college (2 years) 

High'^school Senior college (4 years) 

Vocational school —On-the-job training 

8. Did your employer provide a training period? 

— Yes —No How Long? ^ ^ 



9. How well did your school subjects prepare you for your job? 

Very great Moderate 

;Good Very little 

10. What type of grades did you make in high school? 

Above average Average «_ Below average 

11. Which high school subjects do you feel best prepared you tor your job? 



12. Which high school subjects were least helpful in preparing you for your job? 



13. How do you like your job? 

— Like it very well - Dislike it somewhat 
.Like it fairly well Dislike it a great deal 

14. What aspects of your job do you like the most? 

15. What aspects of your job do you dislike the most? 



CAREER SPEAKER 
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Resource persons from the local business community should be invited to talh about their 
careers to students. An effort should be made to invite workers from all career levels and types 
of busineasses. 

Many potential speakers decline invitations to appear before classes because they dislike 
preparing and making speeches. They may be more likely to respond if the teacher discour- 
ages them from making formal speeches but simply asks them to be prepared to discuss their 
job responsibilities and answer the questions of students. 

Prior to the speaker's visit students should: 

*Learn as much as possible about the speaker's occupation. 

"Try to gather information about the business for which the speaker works. 

*Be prepared io ask the speaker pertinent questions. 

Tape recordingsshould be made of visits by resource persons and filed for later use. These 
tapes may be played for other classes later in the day, if the speaker can stay for only one class 
meetmg. Students who are absent may also profit from hearing the tape. In addition, a career 
f 0 for other terms can be developed. 

During the next class meeting, students should discuss the points covered by the speaker 
and consider their own suitability for the occupation represented by the speaker. 

Many times local organizations such as Sales and Marketing Executives, Rotary, Kiwanis, 
and Chamber of Commerce may be willing to establish a speaker's committee responsible for 
furnishing resource persons for career exploration classes. Although many people who belong 
to these organizations hold managerial professional jobs, most of them are willing to release 
thetr employees for classroom visits. 



CAREER SURVEY 

I. Name of firm; . 2. Type of business: _ 

3. Number of employees:, 4. Person ^Mr^K^yf^ri- 

5. Plea^>e identify the types of jobs found in your business. 

5. Is part time or summer employment available for high school students? 

7. What tnnge benefits such as vacations, insurance, retirement, etc., are offered? 

8. What type of education or special training is required for securing a job with your 
organization? 

9. What tests or licenses are needed in your business? 

10. What qualities do you look for in considering a person for employment? 

I I . Would you or a representative of your business be willing to particrpate in a Career Day 
program or speak to our class about your firm? 

12. What IS the future occupational outlook for careers in this bu^^mess? 



CAREER TRIP 
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A fiold trip or tour is J carefully arranged event In which a group visits an object or place of 
interest for first harid observation and study. The trip can range from a short vis.t to a single 
loC(Jtion to one lasting several days and covering several states. 

Plant tours give the students an opportunity to see, hear, feel, and smell the environment In 
^Nh\ch they might work. Naturally, the teacher must make arrangements with the principal for 
transportation and released time for students. In some school systems insurance and paren- 
tal af>pcoval forms are required for students making tours. Trips, even In small communities, 
be Vheduled to places of employment such as department stores, mail-order houses, 
service/stations, supermarkets, and automatic ve'iciing companies. 

In selecting businesses, it may be wise to visit places where former students are employed. 
Students should be encouraged tc concentrate on the functions that workers actually per- 
form as well as the process. Interestirig discussions in class meetings after the trip may be 
initiated to determine what the students liked or disliked about the various jobs. 

Jhr fn.^ld Trip Should Bo Used- 

1 To provide first-hand study of careers and activities that cannot be easily brought to 
the (earning group. 

2 To stimulate interest about marketing careers. 

3 To illustrate the examples of marketing careers and activities in their natural busj- 
ness envtronment. 

4 To relate classroom study to practical business situations. 

Somo /l^y^'anfa^'e^ Of A field Trip Include. 

1. Seeing careers \n action is usually more meaningful than hearing or readmg about 
them. 

2 The careers can be seen in relation to each other within the business setting. 
3. Usually has a high motivational value for the participants. 

Althougfi some teachers foel that they are inconveniencing those in industry and business by 
requestifig permission to tour their facilities, most businessmen are themselves parents and 
are usually happy to have students visit their places of business. 

Arrangements might be made for students to tour nearby colleges and vocational schools. 
Junior high students may benefit from touring the local Vocational-Technlcal Center or high 
schools which offers Distributive Education career programs. If possible, let students talk to 
high school or community college students who are enrolled in Distributive Education training 
programs. 



CAREER TRIP REPORT 



Name: Date of Field Trip: 

Place visited: 



List some of the occupations which you observed: 



List specific activities in which persons in each of these occupations were engaged: 



List skills which are required for workers in these occupations: 



What education training and career experience is needed in these jobs? 



Which of the jobs or activities did you fmd iT:ost interef ting? 



Which of the jobs or activities observed did you find least interesting? 



Did the workers seem to enjoy their jobs? 



Would you recommend this career trip to other students? Why or why not? 



Making Mobiles'^ 
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A colorful flutter of s^lapesand styles, mobiles are a rr. m^teresting. fun method that can be used 
most effectively to introduce, ernphasize. and reinforcie significant terms which you want your 
students to remember. Whether you want to stress the basic steps in selling, the major 
functions in marketing, or the kinds of customer services— a bright, floating mobile cluster is 
just the approach to use for your "daydreamer" or "sleeper" student. 

Time, asalways. isan important factortoconsider. Alternativesto creatinganoriginal mobile 
are available for those of you whoare not artistically inclined nor have the time to spare. First, 
a variety of plastic or paper mobiles can be located in many novelty stores or departments 
ranging in price from $1.00 - $3.00. The shapes of an individual mobile's pieces may be 
traced onto construction paper, posterboard, or cardstock. The desired terms, illustrations, 
phrases, etc. can then be depicted on each outlined pioce. 

After each shape has been cut out. glue or tape it to the purchased mobile. Since most of the 
manufactured cluster mobiles are multicolored, the^message or illustration on the solid 
CQlored paper is easier to read, as well as a contrast to watch as the mobile floats. A variety of 
different solid colors which blend with those colors in the purchased mobile is usually the 
most effective choice, and messages in red or black seem to attract more attention. 

Another alternative for the economy-minded folks is to purchase mobile paperback books. 
These booklets are currently avaiicible in many variety and drug stores, including Eckerd's 
Drugstores. McCrory*s. and Woolworth'sat price rangesof $.39 - $.99. One of the better buys 
presently available is "Bright Butterflies" priced at $.39 published by Whitman Co. Thks 
particular booklet contaifis a total of 36 pieces with instructions for assembling as was 
described in the above paragraph. Usually, four to eight pieces in a mobile cluster are most 
effective in achieving your educational aim or purpose. 

in assembling a mobile, many types of string may be used. Kite string or nylon fishing line are 
often used. Magic markers can be employed to make the line more attractive. Ordinary 
knitting yarn or sewing thread make an excellent finishing touch to your project. Solid colors 
or rruiticolored yarn may be purchased at almost any variety, department, or fabric store for 
$-39 - $.59 to make approximately ten mobile clusters, depending upon their size. 

Support Aire for the mobile may consist of f^oristry wire, chicken wire, or coat hangers. 
General)/, flonstry Mre can be purchased from a local florist for 2 cents - 3 cents per foot. 

Making mobiles can be an interesting learnmg activity for students. Why not let them each 
create a rnobiletor somf- jui Terms and illustrations involved will reinforce information to the 
incJiv.dua! student a's^ \^ell as to other classmates when it is hung m the room. 

* Developed and reprinted v. itt^ the permission of Miss Barbara J. Wtlki*e. 
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MARKETING SERVICES' 
Group Research Project 
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4 

1. To supplement f * instruction of nnarketing services, stddents will be required to 
gather inforn^iation on -ssigned marketing service topic. The project will be assembled and 
tabbed using a noteb or similar means. 

2. The notebook should contain as a minimum the following; 

a. /3 detailed listmg of all the jobs which are found jn your marketing service topic. 

b. A detailed listing of the services provided by your marketing services activity.' 

c. If desired, you may prepare a collage depicting pictures concerning your topic. 

d. A list of want ads from the newspaper relating to jobs found in your marketing 
service activity. 

e. News articles, magazine articles, pictures, drawings and other type material re- 
lated to your topic. 

f. Information material, brochures, and forms, that yoij may have obtained from a 
persona' visit to a local marketing service activity pertaining to your topic. 

g. Any other materials that will add information about your topic, 

3. Where to get information and materials for your project: 

a. School or community library. 

b. Newspapers and magazines. 

c. Personal visit to a marketing service activity. 

4. Your project will be graded based on the quality and amount of pertinent material you 
have collected, originality, neatness and arrangement. The grade assigned to a project will 
also be assigned to each member of the group. 

5. Be creative and use yc^ur imagination. The guidelines for this project need not be strictly 
followed if you think you can come up with some better ideas. Plan how and what you are going 
to do and you will be pleasantly surprised on what can be accomplished if the members of the 
group all work together. 



"Developed and reprinted with the permission of Mr. William Muscatello. 
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PERSONAL CAREER "NA! YSIS ^° 



Mna'yze your career using the following questions guide n<: 5. Reflet your views for each of 
thv^m on the lines provided. 

1. Age: How old must I be to enter the occupation 



2. Sex: Is this an occupation in which others of my sex are normally employed? 



3. Do I have the nev^essary physical or heaith requirem^^nts? Can I get them? 



4, What personality traits do I have that would help me in thi5> career? 



5. How could I enter this occupation— education, experience, personal qualities, special 
requirernents? Am I willirig to obtain them? 



6. What subjects in school would help me most to prepare for this career? 



7. What are the local opportunities for this job? Am I likely to find a job opening 'n small 
towns as well as cities? 



8. Interest: Do I possess this interest If not, could I develop interest in this type of work? 



9. Values and Attitudes: Does anything a* i this job violate vakies and attitudes I have 
about people and work? If so. cou''' ^<jjust to situations that required that I change my 
values and attitudes? 



10. Would I be happy doing this kind of work? Why or why not? 



e 

PERSONALITY OF THE DAY PROJECT 
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Purpose 

Attached is a personality questionnaire that can be used to achieve several objectives. 

It provides you and other students with a better kriowledge and understanding of the 
students in the class'. 

It gives you information for final reports 

It aids the expression of the individual's personality. 

So many students know vVy little about each other and are acquainted with their own 
select group. Oftentimes tnfeiMjo not even know their classmates lUll names. 

Prepar?/don 

Have each student brmg a picture of hi.iiself to class. It may be either a school picture or a 
snapshot. 

Have each student fill out the personality questionnaire. Collect the questionnaires and 
attach the pictures to them. 

Review the questionnaires and decide the order in which you will present students according 
to th^r responses. 

Procedure 

Allow a couple of minutes at the beginning of each period to introduce the ''Personality of the 
Day." Begin by telling the class something about the person without revealing his name. Be 
selective in your information so as not to embarrass the student. Keep in line with such 
statements as, "This personality would like to be a fashion buyer and really likes working with 
people, " or **This person says he is afraid of snakes and the dark." 

lh'>n let the students try to identify the person. Follow this with a BIG introduction, announce 
the student's name, and reveal his picture (tacked on a poster behifjd a portable screen or 
whatever method you devise). Applaud the person and have him o» he rsit in the ''Honored 
Chair or Desk." You will find the first few students to be shy and embarrassed to have their 
pictures on display. You can overconr<e this by praising the person and complimenting the 
picture and keep right on moving to the next part of the day so as not to lag after the 
introduction. 

■I . I 

*Developed and reprinted with thfl permissiop of Mr. Bruce Baptist. *' ^ 

■ . ; 



Personality Questionnaire'^ 
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Complete the foUowm/? sentences about yourself and your particular perk)n: lity. Be certain 
that you write ui complete sentences. 



1 . I would hke to be a 



2 I feel proud when , 



3. The future looks. 



4. I wish my parents , 



5. To me school , 



6. People think I 



7. On weekends I 



8. I hope f'll never. 



9. I wish people wouldn't 



10. When I finish school. 



11. I'm dfraid of 



12. Comic booi<s are 



.3. When I take my report c^arri home 



'D^^'veloped and reprinted witfi the permissioirvof Mr. Bruce Baptist 
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, 14. I am at my best when \ l 

15. Most brothers and sisters 



16. i don't know ho^ to 



17. I often worry 



18. I wish I could u 



19. 1 look forward to 



20. I wish 



J 2\. My age js 



22. My address is 



23. I will be a success -f ■ e 

, d : \ 

24. My best quality is' ^ 



25. If I worked in retailing. 




r 

s^tuclent 
li^rs clouts 
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/ CUMPONENTS IN THE CHANNELS OF DISTRIBUTION 

r/arty slipped into his cat seat and cranked the engine. As he drove ci;":*n the.* main street, he gazed 
(oto ttie st'>re AindoA'S. He had been looking for a new suit to wear when he '^vent applying for a job next 
week. Marty had d-?rided that he wanted a career In marketing. As a cc^sumer. he had been in the 
habit of biiving goods and servrces for his use, not tor resale. Now. he wanted to pursue c career in 
markctihg. * - 

• Marketing- That's a heavy sounding word, he thought. But it's not hard to understand. Marketing 
invcives ail the aci.vities necessary in getting or distributing goods and service^^ lo consumers or 
businesses, it is concerned with buying the materials, machinery, and manpower needed for produc- 
t'on or operition, but not with the actual product^on or processmg of a p'oduct. it includes product 
planning dnd research, as well as aH the activities necessary to get tt>e goods from the producer to the 
consumer. 

Marty turned on the rarlic and listened to hiS favorite rock station. Gee. he thought. I really don't 
kncw.whether I ,%ant to work for a producer a wholesaler, a retailer, or a marketing service industry. 
He laughed to himself. A yea^ 3go. he didn't e\jen kno.v what those words meant' Re turned onto the 
ir^terstate and settled back tor his hour orive thtnk:ng about the different kinds of businesses in 
AhiCh he ccuid iaurrh his 'marketing career. 

Producers (Manufacturers. Converters. Farmers, Miners, etc.) 

AH goods must first ::e produced. Vegetables, fruits, and ^^eats must be grown on a farm. Many 
fcrds m..L.sr be p^'ocessed ma cannery. Clot nes that we wea- ' ' to be made ma factor^'. Our cars and 
b'C..c^es riaveto be m^anufactured L-s:ngan -assembly line. 0 .-jHsare drilie-c!: retme-iesconvert it into 
the gasc! ne a'^d fuei o:! we need. Coai is extracted c taken out c* mines to provide heat and energv. 
There are 5;i ^mds c-r ocpcrtunities wi;h ;yrO':luce'S>. 

it's net a ways cactica! to get th-^ things we want or need directly from the producer, Martv said ''•:o 
r :mse:*- Consumers obtam products m, one of many ways. If a person can't buygoodsdirectiy fromthx5f 
procuce-. he-jsuaily b^^ys them from, a local reta-! stc c. The retaMer may buy these goods, such as the 
ciothi-g items, drectiy from the factory, or D'oducer. Sometimes, he may get them from a wholesaie^. 
T'-^.e v%hc'esa''e' o'z-.^des 'ast deii. ery ard m.any services to ^^i .-^^nds ot busmer.ses~""DureTpec:an7to 
sm.3 'e.-^ reta^i stces. Va'•^etmg service mcustr-.es prov^dv:.' si.^-,,>ces to ah businesses, as we-M as to 
co'^su'^e's. 

Some 3 ! c" t'^ese Pusi^esses can be m^clwed m getti:v^: ^^^i- goods •rom the c^igmai v-TO-:t^zer to 
tre ccrsu-^er. -li tne d- "e^ent catns tnat cai: be used are ca-ied tne channels dist-ibutid- Gee. 
Marty thojgj^t. i\e got to rev:e.v a'! ? -^ro.v about who'esaiers. retatle'^s. and marketing seri-ce 
mdjsT'^'es so : ca-^ aec'de »^ne^e ■ .vant to app'y '^c a job. 

Wtiolesale Businesses 

Wnoiesa^e^-s buy f-om, manjfactu'e'^s or other .%no;esa:ers. and mostly resell their -r^e^chartzise to 
t^^e "eta.fers. ""hey must detem^ine .^^^t the --etaiJers want to buy and study the p-ocjcts w^.c!". :he 
r^anu^acture'S ha.e to se:^ 4-^ cde-to sat^s^y the retai'ers' denianos and make a profit. Sometimes a 
recese'^tat'.r acts fo- se\e''ai manj^acti^rers or wholesalers id se'img goods and is ca'-ed an age-^t. 
T-^ere a-e man;, d^^e-e-^t tyoes c^' -A-n:^esa!ers — some carry a >--de vanety of merchan--:;se. -.n^e 
ct*^e^s ca-ry 0-^:. a ; m:tec ::ne c* -^e'chanpise. Examp'es of who'esa'e^s mc'ade: 



Sene-ai esa e- 



rooo 5'Oker 



\ 

\ 



\ Look in your telephone direclory. How many different types of wholesalers are located in your 
communtty? What typels) of productls) do they carry? jVhat kinds of businesses do they service? 

Retail Stores 

Retail stores buy their merchandise from the wholesalers or from the manufacturers or both, and 
re^eil them to the uil.mate consumer, ^lamely you. Department stores, such as Sears. Penney's, and 
Ward's are quite large and carry a wide variety of merchandise. Other retail stores carry a particular 
line ot merchancise such as"- 

1. Apparel and Accessories 5. Home Furnishings 

2. Automotive Parts ^" 6. Petroleum Products 

3. Grccertes and Related Items 7. Farm and Garden Supplies 

4. Hardware and Building Materials 8. Musical Equipment 

Triink about your home to.vn for a moment Can you identify a large department store that carries a 
A:ce variety of merchandise? Can ycu idenii*y a store m your town for each of The products given 
aoo.e^ 

Service Industries 

Service mcustnes orow-^dea service eithe'^ tc the consume^, nameiy you. or to another business. The 
service-stney provide to you may he! 0 to make your l:fe mere pleasant, more enjoyable or more secure. 
The sei^vices wh;ch they oro\. ;ce to another business enables that business to carry on its operations 
and. therefore, meet the demands for its products and or services, Exam.ples of service industries 
mc'uce such businesses as: 

1 Aa.ert_:s:n£_A£^OCi£LS - --^ifti-^papei^s-^a^-P^^tei^si^ 

2. Banks arz V-.r.^r.ze Compa-^'es 7. insurance Companies 

5. Vcv e Theatres S- Real Estate Agencies 
Stock E^cha-^^es Travel Agencies 

5. Restaurants and Hote-s 10. Transportation Cc.':-ipa nies 

Agam. thmk about you* home tc/.n •c^ a moment. A'hat types of service '/idustr-.es are located in 
yc.:' ccmmun;tv? W-at types of ser.ices do each of »hese institutions pro\*ide? 

"iVow. this reat'y b:o/.s my m^ind There are so m.any diTterent types or 
busmesses in ^hvch I ccuid wo'h. Let me see :f ( ca.i brieflv cover the main points \ just 
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Marketing Review 

Th(i business v\hich grows, harvests, processes, or manufactures a product is known as 
tne « 

The business which sells goods directly to the consumer is the 

The business which sells services to other businesses as well as to the consumer is 
the 

Tne business which serves as a middleman between the manufacturer and the store where a 
Cijstomer buvs ft is the, 



A person who buys a product from 3 store for his own use is a 

Tne ;!0A of goods from the producer to the consumer occuis m the 



A businessman who may represent more than one manufacturer or wholesaler in selling to the 
retailer 's Known as an - 

Draw three channels of distribut>on using P -or Producer. W for Whplesaler. R -or Retailer. C for 
Consu-^ier. and S for Serv ces. Draw arrows between the letters to show the flow of goods from 
^'-e component to anuii'e^. beginning ',vith the producer and ending with the consumer. Three 
bianks are orov^ded for each of the channeis. An example might be': P ^ R — W — C. 



The Cha-^'e '.\h:cn is most freouentlv used is: 

Ar 0* the actrwtres involved "n acquiring and distributing goods or services to businesses or 
rcnsumers ;s ca^ied, 



MARKETING MATCH 
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Participants 

1 Emcee Judge 2 Players 1 Scorekeeper 

Directions: 

This game activity may be used to introduce marketing functions, as well as to reinforce or review the 
eight basic marketmg activities and the coordinating element of management. For understanding of 
the terms anc! reinforcement purposes, the students should explain the terms as de^ribed herein. 
Develop cards with each of the following terms written onone side of them, so that you have two cards 
for each term or a total of twenty card's. On the back of each card, place a number from 1-20 so that 
each card has a different number. Alternate the numbers on the cards so that there is no special 
pattern relating to the marketing functions and management. 

Place the cards on a table with the numbers facing up ^o that there are four rows of five cards with 1-5 
on the f :rst re/:. 6-10 on the second row. etc. Have the two players or teams flip a coin to determine 
who shall begin the game. A student will select two numbers. When he has two identical terms, he 
must gae the explanation or definition of the term to win a point for himself or his team. A simple 
match of the two identical terms does not earn a point. The exception applies if a student picks a free 
rratcn car'cn and a term, he does not have to give the definition and receives a complimentary point. 
The game is by the person or team receivmg the highest number of points. 

\,5ke tAO ca^as each cf the fcMcvMng terms to form one set: 

STANDARDIZATION (SN^ 
SELLING fSE) 

TR^NSPORT^Tir^Ni (TQ\ 

FINANCE (Fi) 
FREE MATCH (FM) 



it suggested that a teache^ have sete-al sets mace up so that terms are in different orders and can 
be used on a rctat.cn basis. A runoff ecu!:! De p^ayeu v\.th the top scorers in the class if the entire class 
nas r^een ^nvc'ved i-" p:a,ing the game. 

Sample Gameboard 
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a^s. a p;j!-etm boarz orpegboard rray beemplcyed. Pieces of 
-r.a-^^l he?3 by hoo*- sor thumbtacks would al^c a- easier viewini: 



Tv'ARKET RESEARCH (MR) 
5UViNG ;BU: 
STORAGE (ST 



V:^\AGEVENT (VG) 
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MAKING IT IN MARKETING 
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M.Kty listened to the rajio announcer say. 'Train for a marketing career by signing up viith your high 
school Distributive Eoucat'on Coordinator or .vtth your ;unior college Marketing Management Coor- 
d5'iato:." Marty snuled. He had signed up a year ago. Last year he had gotten classroom instructior 
abc-it m<:}rketini: by .vorktn^ina mode! business set up right at school. Now. he was ready for the real 
tf ;ng! Hp vvas tioing to train on-the-job as well as study at school. He would tram in the afternoons, 
rourse Lred.t. and earn money aW at the same ttme. 

Vart.. "lembe'-ed hjs teacher-coordinator saying that al! careers iaMarket'.ng could be classified 
:'iio o^-f . '"'.e ^? sht basic f7\irnettn^ act'^'itics o- functions. Marketing is a big area of importance. 
Vr-rt: t-\'vn n'Vt of the Amer-can Aoi^kers D^e e;pplove.1 '-^t a r^iarketmg or marketing-related job. All of 
t! e^t:* -obs can t:^e pi^t .n one of the ei^h: market ng functions aCvVitfes. Management is concerned 

t'^ A e^c^U m^r^f t tunc tions. and s-?rve5 as a coo'cmcitcr ot aU ot the acttvities or functions ?n all 
k:n.l^ i:^S'nt'S^?:-5 J^^a :nc^str!es. 

« 

Marketing Research 

^r, -tr-e<!:rv \:'v:t!:"! c^^ Va'ket-p^ ;s r/arket-r-^ Research. Marketing researchers try to fnid 
i--^*?"-*- :iL.:n .:!:c-..t the , a t:us;ress cpe'^ates or the prccucts a customer wants to buy so that good 
c:e^;^ ca*^ r-e '^.irdtr- -r- r-.--:vn^ the r us;ness 'A=so. Marketing Research ii; used to find out what 
::eco'e .vcu'd <^ant bu> ^ cer'^a:'^ prodiiCT. ror instance, a new product cou'a be designed 
:r jd-,::ec. iz-jt r. ma-ket '^"S^a^ch rrcject earned Oiit the resj!ts may show that no one 
z r:L-, tn-it ne.-. crc-i^ct * /.^s p-odjced ;n-ii:-ge qjant^t?es. So the question would be, why 
-ce!:^tr re.*. r':^djc* nr- c-ne Cuv .t" '^r^^" ";vfr th^s k:nc ot information ^'^l^e r-jrposeof 



S;.andardiZaticn 

« '^DC-'*a,'' m:r'--r::"-£ f^:n:.:.^0''- :s STa-^::i?v:i,-=r?on. U *:-;olve5 the settmg of 'irr-^ts or stan- 

i:r'-> ^^o" r-on,.::s .^-^d s^rs;c::s; that .?*e r'::djcei j:rtritutvd. ^his ^ncLides labeling prodijcts. 
*ov" ? "•■r /.hi!* * ■ v ccn: \ i\ ^i^r^ p^c^^iZ:}^ *e: jr: ;pertor>c^ goods tc see if they meet 
-t::-'::.v ^3.e --^-^ t:- ri:-a; tv. c^'^rrrr^-i^-^ce. ap:N?3l. etc 



•n. ,.5,u:t t^^ "i^.. . -i^ *e*m5 -'^ d- ^rc h?:s': a rn-rord or buyia;^ tnsurance. 

, h::! > '^ev::**^ b.:Si'-ess ^'^oeration or productio-^. 

. . ■:x-n?r3-ebi->tr?sh.o^c^L>ti":-'"f:^fromac:c:t?-"-gwhO'esaier 
■ ? CL-^tDr-e'?: a^:; t)-.. ?he li r:uy\ngthe c5o:r:;^v.? not to ^vee- 

SeHiHt. snd Promotion 

Sr :f- rrr>r.^r^ t'^ v.;:::':-^ o* a- e-c'": '-^j^^^^e^ng -^u^ct-on^. ^/^i'-y people cc^f us- 

St!' -'^ ; :! '/,:r«t r^n^. T^-rr, t^^r Sr''-'^ c.or.:e"^s ;t:se:^ -.vith h-;'p;j^4 custc^ers seiec*: 

: ;v ^ : : :es. a - ich a ; ' ^j:: .\ v^:.- .r^:: -T-^^^fri. ^e^i a^sc m.caes comet -onal 

< t-? t 
i < 1 



Buying 



'rse; ■ 



For instance, if you vvanf a bicvcle. you can go to a department store or a bicycle shop and have a 
salesman sho^ you the different styles, colors, and features of their selection of bicycles. By doing 
this, the salesman can help you sattsfy your wanf. If you need a new shirt or knit toplo wear to school a 
salesperson will show you different styles, colors, and fabrics to h'3lp you make a choice thus helping 
you to satisfy a neel 



S?!esPron^.ot^on helps .t^e marketer to let consumers know that he hasa product to sell. Advertising 
IS a Sales Promotion activity. Advertising uses newspapers, magazines, rad^o, television, billboards, 
and mail-out flyers to tell their message. Another Sales Promotion activity is Display. The activity of 
Display uses a real-life set-up like a windowv display in a business or store, to show off the goods that it 
has fo: saie. Vany other promotional and publicity methods are used such as coupons, trading 
stampb. arid contests. . 

Storage 

Storage orov-desthe time and physical space necessary to house merchandise until it is needed tor 
julustrial Purposes or distribution to consumers. Many businesses have the«r oxvn stockrooms or 
'.varehoLises. Othe's, espec!#i!ly smaiier ^us^nesses use wholesaler's warehouse facilities. 

Transportation 

T-ansportaticn c-rovides the service of c*^yS!C3!iv mo^mg oroperty or people from one location to 
another. Businesses and peoo^e use d;fte'ent ways to get to vanous points. Time and cost are b<g 
factor-, "p. de^C'dirg'Ahether to use a train, a plane, a bus. or a truck. Vany products a^'e transported by 

Marketing Risks 

An businesses ard 'nc:\;3dja!s. l^ke yoj nrjst ^ace rssks. Risks a'-e the chances c possibihties of 
f tnariciai loss to oecp^e or prcoe^ty. T^-^ese are bosses caused by unforeseen or unccntro'lable factors. 
E^e'^y t/me >ou get m:c a za-. you are tak-ng a ctvince (assuming a risk) that you v/ili be n an 
sutcmoPi'e acc'::!e"t, bus^ness takes i^^sks sn nan^ ^ays. sjch as in ordering the merchandise that 
cjstome's w^: buy o' \r. f^ust ng en-p:o,ee$ brrhr^nest. ^s we will see later somensks cannot 
r-^ avc'ded cy the businessinan, b..: tnere are .%ays ^^^hich re can -educe tne c^a^ce t^">at he wiM 
h.^.e -a >ss. 

Finance in Marketing 

^)n3'^ce 3Ct^»; t--es S'^^p y t^r •"n:ne, necrS>B^. 'zr ooe^ation of an mar^et^ng a-^a production 
acti^tfes Pv a business, 5S we" as tor t^e c-urc-.ases cf gooas and services by c^nsume'^s. In a 
bjs-ness. the ^.nanc^a- aav sors nust r g-re aM ci^sts ^-^c^ud.ng macn(per\,. matt;ra!s. manpower and 
bo^id r^stc d^ter-^i-^e ^ow '^ucn -^^cne^i js r-^eeae:!- As w ^i discuss iater. ma;w sources are used by 
b^s:nesses a-^d consumers to cbra^-- mc^e> t-^-at -s -^eeded. 

Marketing Managemenl 

As we mentioned Defce. management ;b net a separate ma^-^-eting f.;'^:: c-'' act^vry Lrt:- itse:"". 
Rather, -^-spa^t ef al' the ot^e^'^ur-rct^ons. -•se^.'rsasthecoo"d;n3t^r c^a:' -^arketn-^gartivit es. Each 
-cepa'tment or dr.''S'on -.n a tusi'^ess "^'ay r.v.^^ a r^.3:^3t:er, as we;' as an c,e^^:{ m.rrnage^ O' e^ecutu'-e 
v^hc co-rrd-nates aM '^esc-u-ces .^pecp^e. :D'caerty. a:t:w- t;es, et:J by p^a-'-^^g. orgar-r nr, c-ect;:'g. 
an:j centre i-ng a" 3Ct^\. t^es i-- orcie' to m-^-e* tr-e t^c^s s cf me b;.jsmess. ana in-e^ec. n-..:i-e a i^rri.t; 
3 



Varty pulled into his driveway. He ^vasn't sure if he wanted the responsibility of being a manager or 
executive one day, Bestdes. everybody can't be a chief. But he knew there were many, interesting, 
challenging careers to choose m Marketing. But in vvhich area of Marketing — Marketmg Research, 
Buymg. Standardization. Selling. Storage. Transportation, Risk, or Finance? I think i'd like to start 
working with stock in a Aarehoi^se or storeroom, so I can find out more about the merchandise and 
ben;nd the scenes. Then, t m^ghi go in to selnng. I Ime people. Who kriowb. maybe one day I will be a 
manager ... \ 



Marketing Activitias Overview 

1. -i:K:!:ng 3.:t -Aha: peopie liKe cr dfSifKe about a procluct is the purpose of the 
^ function. 

2. Sett = n^ wiiues M^^it-i tor L^rodjcts anj 5er\,ices is undertaken by these involved with the 
. function. 

3. ~\i':n3S!rt^ coocis tc resale c business use is knc^n as a 

- HrT:''U to sat'iN 3 CL-iSTo-^ier 's v.?.-'Xs an3 needs !S the job ot the 



;.1 4i;sr a,- a^e crc^oticna! act^-. it;es ^nvoK'ed \n the ^unction of 



. ti-re a^-.: SD^re neeJed fcr merc-acd^se until it ts needed \s the responsibility of 



act!^!tv. 



p'"^,S'Oa: -T-Dve'^'ent o-'ocucts t^c- t'^e oroducer t~ the c:-'"bU^T^er ;s part of the 
'^L.PCto^ of Va-ketm^. 

:-::-::vs -r -us^ ro a bus r'-ess rersr.-* c^ 'j-^^o^eseen c uncontro'lable factorsare handled 
, . _^ function. 



jcp 'es the money 



rLierat-r-ns c a con^ur^e^'s L?u*chases. 
; :^ : -r^ i> :'~e •'esD:nsiC:i:ty ci 



MARKETING CROSSWORD PUZZLE ^ 

."Read each description of a marketing term across and down on the next page. Select the correct word 
trom the list on the bottom of this page and place that term in the appropriate blanks of the puzzle. 



ACROSS i 

1. Buy from and sell to manufacturers, wholesalers, and retailers, as wei! as to consumers. 

2. Serves as a coordinator for all marketing activities. 

3. The process of assisting or pursuading a customer to make a wise buying decision thro^gX^ 
persona! contact or sales promotion materials. 



ns 



4. Involves the gathering pf information so that marketing managers can make sound decisio 
and solve marketing proolems. 

f 

5. Acv: ^^ a middleman in distributing goods between the producer and the retailer. 

6. Deals ;vfth funds necessary for busmess operations and customer purchases. 
7 Includes al! marketing activities m the merchandising and supplying of goods a^^d se'^'ices. 

8- Prcw5des the service of physicaUy moving property an J people from one location to another. 

9- Represents more than one producer in seMjng goods to business^^s for resale to customers. 

10- Supplies a business with the necessary materials reeded for it5 use or resale to another business 
or consumers. 



Goods or merchandise are otter;, caMed this. 



DOWN 



in.c^es setting values or hmrts for the goods and services, as well as the inspection and laoehng 
to check conforrnity. 



2. Inrluaes an the a:t;vtt'es in;c ved m acquTing and distributing goods and services for prcces- 
s:ng. business use. c persona! consuT^pt'on, 

3. Are p-: :.s:b'i:t!es financial ^css to oecp'e c property by unforeseen or lincontrollab^-e factors. 

Se' s goods d;'ect'y to the nci^vid.iai consume-, ^ray buy goods cri'-ect'yjrom the manufacturer 
or proo^jce'. troT: 3 Aho^esa'e'. c t'^o'^ a spec:al agent, 

5. C'-e ^^t^o c--^-"h3ses go";ds 3-^:1 se^'.ioes *Oi :.se. -^ot fOf--esafe- 

5. ^"■o.fde- '^le time ""Pd space "leoessan-' to no-jse -^merchandise unt.'l it is needed tor industna^ 
5 j'oos*" osst'"bLitson to ocnsv^'^^ers. 

Ire D3Th> rr w%a,s .■'^ h«oh c''0-'!l..::*s 3'e s^ctte^ ^ro'"^ the ccd-::ers to co^isvin":^' s. 
5-. \"3. ^je a ■"'::r .-""a't j^e^. -^cr^ri'i-r . r^trartO' .'^■^n n=: or ar^^o j-ture'. 
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Marketing Crossword Puzzle— Key 



S E 



SI 



N 



A 



N 



□ 0 ■ □ « ■ 

□ □ D S 

□ Et laDDQCIBIi 

H D B 

DBDBDBBODBEI D B 

S S B 3 B 

B 13 B B B 

B E □ □ 

BQBBBBBDDDBBB QBBB 
D B B , B BB 
B BBDDBB B B 

B - H 1 

* 13 B -H - 
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ITS 



Service Is Our Business 




^ delmar publishers 



south 

Thek-F Magazine 




<0 



JoHnsojiJ 

Motor Lodge 



W T L V X:^yJ a c k s o n V i 1 1 e 



GEnERAL TELEPHOHE 




CfrJTRAt 
flORfDA S OtOtST 
AND FINFST 
STWJC HOUSE 



FREDDIES 



Budget 

Rent 3 Gar LandmarksiBankB 



W I S E 
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SERVICES SCRAMBLE' 

Unscramble each o- the letter groups below .to reveal ten categories of service industries. 



L G 0 L G I N D 



2. D 0 F 0 



3. N { F C A N A I 



S I N R ir A C E N 



5, LEAR TESTAE 



6- S'RtNAPROTAONT 



5 E ^ A N L 0 



S t 3 S U \ 



' SERVICES SCRAMBLE* — Key 

Unscramble each of the letter groups below to reveal teii categories of service industries. 



1. G 0 L G li N D 



LODGING 



2, D 0 F 0 



FOOD 



3. N I F C A N A I L 



FINANCIAL 



4. SINRUACEN 



INSURANCE 



5. LEAR TESTAE 



REAL ESTATE 



6. S T R I N A P R 0 T A 0 r. T 



TRANSPORTATION 



'-7"N F : R 0 C I E R A T 



RECREATION 



8. M 0 C T I M 0 N U N I A G 



COMMUNICATION 



9. SERPANLO 



PERSONAL 



10. S E B S' U N I S 



BUSINESS 



it 
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MAKING IT IN MARKETING SERVICES 

Service industries provscle services to consumers and business users throughout the channels of 
distribution. They are sometimes referred to as retailers of services, but this is really incomplete since 
Service businesses provide services to all kinds of producc?rs, wholesalers, retailers, service busines- 
ses, an J individual consumers. Servicesare also extended to educational, government, professional, 
social, and .chgious organizations. i \ 

Many interesting career opportunities are available in the marketing of services. Of the ten million 
people employed m service occupations, i( is es^'ti mated tfiat 6ver one million of them are m n^.arketing 
careers. Ten major categories of service industries in wtiicfi marketing career opporturiities exist are: 

Lod^int^ -sleeping accommodations (hotels, motels, boarding houses) 
food prepared food and drink (restaurant, cafeteria, ^nack' shop) 

f/n.inre handle money iTiatters (banks, stock exchange, credit union) 

/n5./yraA7ce - financial loss protectiorj (car, home, social security) 

R&cil fsfar^' ^ land ar.d building transactions (agencies, assessors, appraisers) 

T r.ui'^port.itior ■ n^o\'t:^ people and property (planes, trams, buses, taxis) 

/Tec/'t^:^^/o^ - entertainment and amusement (iTiovies, parks, clubs) 

H(;s/ness • spt-cial business needs (adv^ertisinr:. research, niaintenance) 

h^y^nn.il care of people and pro;)erty (hofiie. car. boat mairitenance) 

C^:--'r.nnjrth:,jtiof} verbal or *^^ntten mes^^Jtie^ (tel* '[:)hono. te!egr<iph. mcjss medui) 

The rapid gro.vth of the populatior^ and tl;r.' tour'stn industry in Florida has resulted in a large 
• ncrease in the nuniber of service busmess^^s ar^d service occiip/itions. A large number of tlii^m are 
marketifig services careers. A'hich ^^fer VKined and inter(?sting op[Joftunities for you 



MARKETING SERVICES MAZE 
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Us!nfc;<i pencil or pen, try to find the path that will link the ' Customer" with the "Service" business he 
wi»l patrofuze and trace tins path in the iv.aie below. Take each ousiness and write it across frorTi the 
catefiory in which it belongs. Some blanks will not be used. 



Theatre 



Bank 



TiM'/phone 
Company 



Pt//a 
P.jrlor 



Stock 
Exchange 



Land 
Developers 



Barber Shop 



Marketing- ^ 
Researchers 



Sociai Security 



Sign 
F airiter 



Hotel 



Cruise 
Ship 



Automobile 
Coverage 



Country 
Club 



Realty 
Agency 



Funeral 
Home 



Cafe 



Car Rental Agency 



Service Categories 



Real Estate 
Fina nee 
, Insurance 
Transportation 
Commumcat.'on 
Recreation 
Business Use 
Personal Carf 



SERVICES SCAN 
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Participants 

9 Panelists representing each square I Moderator/J^'dge 

2 Contestants (x and o) tc start 1 Scorekeeper « 

r. 

Directions 

1. Have each student submit 9 questions, one for each of the marketing activities. 

2. Each panelist represents one of the nine marketing activities in a square. 

3. The moderator judge and panelists receive copies of the questions and answers. 

4. Two contestants are selected to represent X and 0. 

5. The game is begun by flipping^d coin to determi e which contestant rei^eiv/es the first question. 
Each succeeding game is begun by the winner of the previous game. 

5. Moderator asks the contestant which panelist (representing a square) he wants to answer the 
questfon. Moderator reads the-question to the designated panelist who re'sponds with an 
answer. The contestant must then decid^^hether or not the panelist has i^iven correct 
answer. If the Contestant is correct in agrefmi or disagreeing, he receives his *'x" or "o" in the 
' appropriate square. 

7. If the contestant is incorrect in evaluating his selected panelistVanswer. his opponent tjrnsthe v 
square. The third "x" or **o" however, must beea^'ned by a contestant to win the game and not by 
an incorrect answer of his opponent. 

« ■ 

8. A contestant wins a gpme by securing three *'x's" or "o's" in a ro-v, across, dov n, or diagonally. 

9. The wmner continues another game. The loser rs replaced by a new conte?^-tant, ^ 

10. if neither contestant secures three "<'s" or "o's" i,n a row, the contestant with five *'x's" or **o's" 
is declared the winner. 

11. Scorekeeper should write each of the nine panelist's names in the square that he represents. 
Games may be played on the blackboard or an overhead projector. 

12. Remaining students should replace losing contestants until ad students have participated. 
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MARKETING SERVICE ACTIVITIES 
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Study t:ach of the following service situations and decide which marketing function or activity is 
described. Place your answer in the blank to the ieft of each sitOation. 

1. Jan prepared a questionnaire-..about service to send to the 

hotel's former guests. 

if 

: 2. Mitchell inspected the delivered pies to be certain the correct 

aiTiounts of each were sent. 

.. 3. Rer^ ordered 3 thousand standard home-owner's policies for 

— - each brancii office. 

^, Clarence stfggested that the customer try the deluxe sirloin 

steak dionrr. 

5. Doug drove the shipment of hamburger meat to the sandwich 

shop. 

6. Tina i'>npa':ked the boxes of tennis equipm^^nt and arranged 

them s:i the stockroom. 

7.' Ktrt decided to take a chance thai the customers would like 

the new musicsound. 



8. Neil piaced the iTiovie posters in the windows outside the 

theatre. 

9 SaiJy called aH branch managers m to discuss the new rental 

procedures. 

10. C net calculated the profits earned by the buscompany for th-' 

month. 

II. Lunice ordered ten thousand popcorn boxes f^r the stadium 

concession stands. 

12. U'' ' ^jkedcustomersabouttheconvenienceof thenewhours 

as 1 ley entered the bank. 



MARKETING ACTIVITIES 

Marketing Resr ^rch Selling . Finance 

Buying , , Storage Risk 



REAL ESTATE CAREER SEARCH 
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Listed bolo/; are twenty-seven real eslat-e careers .jna the cate^ofies of real estate biiiinesses in 
vvhicli tfiey nuiy be foufid. Can you locate the careers in tho pu.r/le on :he next page? They are written: 
12 across. 1 i-dOA'tu and diagonally. Circle thern as you find them. 



Real Estate Investors 

Escrow Agent' 
Escrow Officer , 
Loan Closer ' , 
Title Searcher ' 
Land Records Manager " 

Real Estate Operii^'O^^s 

i andKKir; 
L^nd Speculalcr 
Lease Buyer 
Leaseholder 
Mortgage Broker 



Rc'al Estate Construction 

Buitder 
Const;ltan^ 

Developer 

,Renov;^? :v 

Realty Goveer.menit Services 

A. St s^or 

Housing Management Officer 
Property Uttli^ation Officer 
R< nr Control ^ s/estigator 
Zoning Cornmissioner 



Real Estate Agencies 

Clerk 

Broker 

Appraiser 

Salesman 

Rei.tal Agent 

Pronerty Manager 

A^rJrtment Manager 



12 



< 

UJ 



UJ 



OLiJOuJK2ilOQ:Xii:LiJKX3c/)><Km3CL<2:QKh- 

fsjoz — zooo^:^ — coco — 03luq:ooo-jujq::^»-q: 

Q:h-c/)^<Q-2:-»$Q:Q><:cDooQoo:ic:o<ooLUQ:Q:Lij 

Lu<h-<iXQ:oQ-LUQ:h->5<3<OLUQ:Sh-a.— »< — o > 

-J 

X2:ii:h-<3^C/)><O..»N40X332fS»-C>Ulh-OO— < 

2: 

Q:LJ<0>--'Q^<3H-CD:i:h--J0003LiJ>3uj<uJUJQU. 

lu<o2:<2:Qluc/)oq:o§Ou.u. — oujQ:<Q:Q:<h-h- 
Luo>H-Q:i<: — i<::C?— croo2rc/)3— ih-<2h-»— Lu<<i.u 



h-^Q:<-jS<— i^OOOOlu— »h-h-u:h-ujLuOQ:Q:uj< 

q:lu2:o><h-Oq:cd{— 2<»-0 llL-.< qq:<<q-cjo:^< 
uj^<--^uj<--^Q:>i:LL;><:-j2o<oc/)-jo§zcoi<:ujco:5 

00 -J --^^^ QCD02LUO-J<C/)h-Z<CLOt:L0200Q:50 
— O C LU'CD C/)3C/)<<"-^h-LULULU— iXXOCr— 12:0002: 

<x<2c/)ii:<'Lu$ooc/)-Jic:2<--Luc/)0:<:<<2:Q: — 

Q:^LjJLjJ<<m^>-H'OLJ<C/^UJK C/7C/7ZC/7UJ-JUJ<LuCO 

Q-Luco-JOLUK <Q-Q:LucLco<c)2:a:<!^ujDLO— I— 
CLc/)q:<0</>OOOOCDO-^2<ujo'uj-joOO<uj<o 

<Q-<Q:h-2LU2h-^<2:<OLjjQ:§-j<2:o^<2:cLx 



< 



^ -juj<c/)Ljm3>ujQ:c/)ooh-ooQ::S — 0>03<2SLij2 § 

< O 

o Kc/)KujcLc/)mujcLLiJujr><LijQ:<><<H>h--Jcoco$uj 



o 



CO 
CO 

o 

or 
< 



CNJ 



EKLC 



12 



0 



Q- O CL 



cr »- > 3 »- — -J 



fsj < »- 



>> 



X 

o 

DC 

< 

CO 
CC 



cc 
< 

CJ 



CO 
LU 

< 

UJ 

a; 




3 



Oi 
O 

O 



< 

< 

o 
z 

CO 

O 
X 



< 

o 
o 
< 



o 



CO 
CO 
O 

cr 
o 
< 



EKLC 



REAL ESTATE: WHO WORKS WHERE? 
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Real estate businesses offer services concerning land and all man-made permanent or fixed im- 
provements on or to the land, known as realty. 

Five major categories of real estate businesses provide mteresting career opportunities in marketing: 



Agencies- handle transactions and provide services for others for a fee of commission. Examples 
include b'^okers, appraisers, consultants, and management firms. 

Investors—purchase, ieas^, or loan money for realty to earn an income or gavn. These include 
mortgage investors, leaseholders, and land trustees. 

Oper<?f/ons— engage in hi^. I'-jk trade activities involving a number of successive transactions. 
Some businesses include land speculators, mortgage broker, leasehold operator. 

Bi.jilding Construction— conUacUng, building, developing, or improving realty for profit:,. Busines- 
ses include developers, contractors, builders, and renovators. *• 

Government Service -establishes policies and enforces regulations, taxation, financing, and man- 
agement of real estate in private and public transactions. Examples include tax assessment 
departments, zoning offices, housing authorities, and real estate boards. 

Some of the inajor marketing careers which can be found within the categories of real estate 
businesses include.- . , 



Agencies 

Aoc^rtment Manc"f(;pr supe«'vises activities, c^nd personnel in a large apartment'complex. collect?) 
rents, and completes leases. 

>^ppra/ser— inspects and assesses value of property, 

flroAer -handles transactions and negotiations of real estate for buyers and sellers. 

C/erA— handles listings of property, rental collections and records, maintenance estimates and 
repairs. ^ * . 

Property Manag{!*r - manages investment properties for clients including maintenance, contracts, 
and bills. 

Rental /^^^enf -specializes m business negotiations and operations forJeasing buildin^^j. 
S.7/e^/r?a/7 — rents, buy.s. and sells property for,.clients on a commission basis. 
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Investors 

f$c/^OA'>Agenf^han(Jies forms, tax records, insurance coverage, and payment schedules for buyers 
and sellers of property. / 

Escrow OWcer— verifies legal status of property, records necessary information with governnr>ent, 
and releases documents to the proper parties at the Qlose of the transaction. 

Loan C/osc^r -handles all documents, papers, and construction plans for building construction 
*loans. 

Title Searc/?er—<: hecks records to determine if there a7e any unsettled claims against the property. 

land Records Manager— directs and supervises all activities, personnel.-A^nd records for the lease 
of land for an oil company. 

Operations ' ' 

Uridrrar conlacAs lando/;ners and oil f^rrn representatives' to n/gotiale and complete agree- 
ments tor oil exploration, drilling. 'and producing activities. \ ^ * 

• \ ' " 

Land Spec^/afor —purchases property and rp^ells it in a short time for quick profits. 

Lease Suyer™ persuades property owners to rent sites for billboard signs, arrangq^ transactions, 
transfers them to advertiser or outdoor ad firm. • 

/.ea$e/70/der^~obtains leases or options on property and subleases them quickly for rapid profits. 
Mortgage Broker-^buys and sells ma^ny mortgages for short-term profits. 

Building Construction 

fl(y/7der— purchases land, constructs buildings, and sills them for profit, ^ 

ConsL//(anf— recommendsTnaterials, equipment, and type of structure fortJesignated property and 
purposes. ' * , . 

Ccnfracfor—bids on buildings to be constructed for property owners. / 

Dei^e/oper— buys vacant land, builds private homes, and sells them at a profit, 

ftgnoi^afor— buys buildings needing alterations, modernizes the buildings, and resells them at a 
profit. 

/ 

Government Service 

>iSsessor -—inspects and appraises property, determines tax to be levied according to its value. 

• i o n ^ 



Housing Management Officer — develops policies and standards for housing, directs and evaluates 
all public^housing activities and personnel. 

Property Utilization Officer-^-^ns^cts, insures, and negotiatesgovernment prdperty fcrthe buyer or 
user; verifies value and eligibility o^ property donated to eligible organizations.^ , * 

„Rent Control I nvestigator— inspects rental properties to determine compliance with laws. 

Zoning Commissioner — determines and regulates restrictions on use of property within j^^ommu- 
nity. ■ ' . 

Five major classifications or markets of real estate are involved in real estate business transactions: 

Residential -pr\\/aie housing areas for ^omes and apartm^nt§. 

Commerc/a/ — professional, office, store, hotel and similar^buildings. . . 

/ndusfr/a/-- factories, utilities, mining, and warehousesinvolvingheavy equipment and'or production. 
/^gr/cu/fura/-^natural production of crops, animals, plants, lumber, etc. 
Spec/a/— public pli3ces including parks, churches, clubs, and roads. 

.Certain legal documents are used by real estate personnel in handling property transactions.- 

Deec^— written trarisfer of real estate ownersf]tp from seller to buyer. 
l ease — contract on the Ose of property for rent or other income. 

Mortgaf^e —document conditionany transferring property based upon the buyer's promise to pay 
the agreed sutn. secured by the property as collateral. ^ 
T/f/f?— written evidence of property owne.ship. ^ 

Real estate services are extended to individual consumers, as well as to all kinds of commercial. . 
industrial, and institutional users. ^ ' 

IVJany factors must be considered by rka\ est.ite personneLwhen selecting a site for a customer: 

a. Customer's purpose for the property 

b- Current property value 

c. Zoning restrictions on the property 

d. Growth of surrounding orea 

e. Traffic or movement of people 

f. Surrounding business community 

g. Community services available 

h. Cost of property related to other factors 

i. Characteristics of the property — size, shape, etc. 



PROGRAMMING REAL ESTATE 
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This is an example of programmed learning. Take a sheet of blank paper and 
cover the rest of this page. On another sheet of paper write the correct answer 
to each question that is asked as you read. As you move the paper down the 
page, the answer to the last, question will appear in the space to the right. 
ThinH about these questions as you answer them. It will not help you to just 
copy the answers from the space. 'These questions will come up later, and you 
will need to know them. So, answer the question /^e/ore you check to see if it is 
correct. 

1. When do you write your answer to tlit .v> est(ons? 

Realty means property (ground) and all the ti'ees. houses and buildmgs that 
are attacf^ed to it. A real estate company provides services for people involving 
realty and related personal property. 

2. What is property with everything that is attached to it called? 

The service rnost of us are familiar w<th is the sale of property for indi- 
viduals or businesses. Every day in the newspaper there are long lists of 
property for sal^ by real estate agencies. But there are other services a real 
estate agency provides. 

3. Name one service offered by a real estate agency. 

A real estate agency may find property for people to buy, or who wa nt tc rent. 
When someone wants to buy or rent a house*, or lot. or a business, he may not 
know the people who have property for sale or he may not know where to go to 
. look. It IS much easier for him to rely on a real estate service, which deals with 
property sales.and rental every d.^y. 
t ■ 

4. A real estate service may find property for people to — or to 



The person [nost people would deal with in a real estate agency is the 
salesman orag^nt. He does most of the work that has to.do with selling, looking 
•for buyers. and|lookingfor property tobe bought. He may specialize in listings 
■ and'handling property rentals. He then is known as a rental agent. ^ 

I " • • 

The salesmarj) needs to be able to get himself going ar.d'carry out a business 

deal. Because bt the work he does, h-? is usually pret^v much on his own. He 

may beawayfrOmhisofficea lot, and what he dcas isusually up to him. But, if 

he ts not workirjg when'he is away from the offiqe. he wjll probably not be paid 

very much, becjause his salary depends on the amount of money his clients 

make when they'seH or^ lease property. That is, he workson a commission. He 

receives a percjentage of the money his clients get for everything he sells for 

them., 

5. A S3le',m'an*s s^Jlary is called a 



type of salary. 



1. before you 
check this 
space. 



2. Realty 



3. Sale of 
Property 



4. Buy cr to RefTi 



*. 



. A salesman m<>y do what is caMed negotiation of a sale. Once he has found a 
buy^-.-r for property, he determioff 5 how much the buyer will pay arjd if there are 
certjin conditions the buyer insists upon before he will bu^. The salesman 
then talks to the seller and then may have to go agam to the buyer until both 
parties are satisfied ;vith the deal. 

6. v;hen a salesman tries to make both buyer and sefler happy he is said to 
be ^ 



Once a salesman "has gotten the buyer and seller to agree on price and 
condit ions for the sale, other people take over some of the details necessary to 
complete the sale of property. Jn most sal«*.s, the buyer does not pay the entire 
amount to the seller. He mdst get a loan from a real estate investment 
compa. y or finance company [so that the buyer will get his money as soon as 
the deal is completed and the\ buyer will pay the loan off in mstallments. 



to pay the entire amount to the seller. 



7. Most buyers must get a — 

I ^The person in a realty investment trusiness who takes care of the pei;,>er work 
, and fool work necessary to get a lean for a buyer is Cc-llod a loan closer. This 
;pferson prepares papers such asapplfcationsfor loans, construction plans and 
kfedit ratings to the lending institution so that they can decide whether or not 
extend credit. Once credit is approved, the loan closer draw^j up the firibl 

papers and ha^i them recorded with the county or city authorities. A mortgage 

IS held by the lender on the property until it is paid for, 

*^ 

3. The person who arrrMiges for a buyer to receive a loa n Is called a 



/ 

Another activit/that must be perfor..o^d man investment business bqvore a 
sale can be completed is the checking of records to see that there is no legal 
'^eason why the property v^annot be sold. Records of property vhowif property 
has a mortgage on it or for some reason 3nyone besides the owner has a legal 
claim to the property. The person who checks all these/ecords ~~ in county, 
state or^ederdl buildings and in real estate or title insurance index books — is 
called a title searcher. Tht title for property is evidence of its ownership. 



9. A title searcher cnecks legal 



to see if the property can be sold. 



. Once all t>iesejecords have been compiled, th.^ buyer and seller may sign all 
the necessary papers and the buyer becomes the new owner of the ,:)roperty. 
He v-Tujy tfiid that property; he may move into Vn-ii (property; or he rnay se» that 
nroperty. 



IS -mos^ .tr^portant for the 
.ora-Derty. A bj'5.!nessniar] c«.^r 
*nif/ ri^fit place. Apl(->ceth3^ - 
r ■ t h e r t h. I r 1 g s ca n ':,a u se a b ! J s i ; I' 
house may not suffer f inline lal 
bJSinessmaru 



r.cliuidu.j: arhi \hr busmessman j'o U.iyp. the righl 
Io*:p money cr fail in business if he noes not have 
too smcill or in the wrong sent'on of to/^^^ or m.:jn/ 
:.sman many problems. The fanviy who n^edsa 
r - hut t3 family ha^. the same types of needs as a 



5. Commission 



6. Negotiating 
a sale. 



7. Lean 



8. Loan Cicser 



V 



. if a rea! estate <1gency is abie to find the right property for a family or a 
busifie>s. tht.^ compjny will continue to receive customers. Not only will they 
.p;ot repeat customt-rs but peopk will hear about the real estate service tnrougii 
satisfied customers. 

Rental property may or may not be iiandled through a particular real estate 
business. Some companies do not handle rental property, and when they do 
tfiey may handle it many different ways. If \i tsa small company, the salesmen 
will probably be in charge of finding and talking to potential renters. Were the 
salesman would not negotiate, because the price or rental rate is usually fixed 
and IS not usually changed. 



10 If it isa smallcornpany, the real estate 



- will handle the rentals. 



In other companies that do a lot of rentals, the company may have one 
person whose entire job is to find renters, and the people who want t6 rent the 
property they own. The person who does this is called the Property Manager. 
Not only would he be responsible for finding renters and showing property, but 
also he would have to arrange for any repairs, collect rent, and keep any 
records necessary. The person who owns the property would pay a fee to the 
Property Manager ^or taking cai^e of the details involved in owning rental 
property. 



11 



Jhe job title for the person in a* real estate agency who takes care of 
rental property for owners is the . 



Another job involved in real estate similar to that of the Property Manager is 
tfie Apartment House Manager. His duties are very much like the duties of a 
p/«.perty manage!, except that he is responsible for one largoapartment house 
or developnient rather than handlif^g a number of investment properties for 
clients. 

12. Name two job duties of the Apartment House Manager. 

Anot her service provided by a real estate agency deals with determining the 
value of property for clients. A person who wants to sell his property or who 
wants to t^uy the property of someone else or who wiil lend money on property 
needs to find out how much th*^ property concerned is actually worth. This 
service IS called appraisal, and the person who does ti^is is called a real estate 
appraiser. He needs to study real estate trends, and to determine not only hew 
rrnjch property is worth now. but what could happen in the area in the future. 

I 3 The person who determines the value of-proporty is called . 



Tf. fU'!^:- -acti of tf^o^*^ people to their jobs done and to make sure p;3p*.-'r 
.-. v^- . J Or if; .'-^rQijii'i tfie oftic^v ^1 re."^! estate ck-rk is needed. Thts person 
prv'}>,)r';^s l^stirw's sf'>;fj^ ror^t clur I'Otices to tenants, -vntes checks to pay bil's 
.in-:J. n ■.-yr-^-r^i-., 'i^r^'ir^ Xinds rocorc^,. Tt^is peison is usually assisted by a 
secretary: 

19;i 



9. Records 



10. SalesrTian 



1 1 . Property 
Manager 



12. 



shows 
property, 
rents 
properly, 
arranges for 
repairs, 
collect rent, 
keep rec^ords. 
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14. Th^r^ord keeper in the office is called the — 



Deoending upon the size of the real estate businesses and the types of 
services they provide the jobs will be different and the types of activities will 
change according to the particular business, but most real estate agencies 
operate pretty rnuch in the same way. 

15. Namp five jobs found in real estate agencies. 

16. Name two services provided by a real estate company. 

Some real estate investment companies provide the services of an escrow 
agreement. In this case the lender pays the taxes and insurance each year for 
the borrower and buyer of the land. His monttily payments are then increased 
to cover the expenses and interest. 

/ An^escrow agent handles the forms, tax records, insurance coverage, and 
payment schedules for the borrowers rnd lender. An escrow officer verifies 
the legal status of the property, records the necessary information with gov 
emment agencies, and releases the documents to the proper parties at the 
close of transactions. 

Three other kinds of real estate businesses offer marketi.ig career oppor- 
tunities: construction, operations, and government. 

Construction industries develop and improve land and or buildings for a profit. 
Examples of businesses in this field are also job titles of top men in the 
business, namely: developers, contractors, builders, renovators. A builder 
buys land, constructs buildings, and sells them at a profit. The developer also 
buys land, but he builds private residences and sells them. The contractor 
does not own land, but bids on buildings to be constructed according to the 
owner's wishes. A renovator buys buildings which need improvement, makes 
the necessary changes, and resells them at a pr.ofjt. 

17. Name four marketing careers in the construction industry. 

Real estate operations businesses are high risk, speculative mver^tments in 
real estate, which include a number of successive transactions Some career 
titles in thisarea of real estate are also the same as the kind oflbusiness, since 
many of them are ^ one man or woman operation. These include mortgage 
brokers, leaseholders, lease buyers, land speculators, and landmen, 

18. Identify five marketing career opportunities that can be found in real 
estate operations businesses. 



13. Appraiser 



14. Real Estate 
Clerk 



15. jJpprairer, 
Apartment 

Manager, 
Broker, 
Property 

Managerr 
Cental Agent, 
Salesman, 
Clerk, 
Title 

Searcher. 

16' Appraisalo 
Loans 

Management 
Renting 
Escrov/ 
Selling 
Title Search 

17. Buil.der 
Contractor 
Developer 
Renovator 
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A landman negotiates agreements.ior oil exploration, drilling, and produlT- 
ticn betv;een landowners and oil companies. A land speculator purchases a 
number of pieces of property and resells them in a. short period of time for 
quick profits. A Ie3se buyer persuades property owners to rent sites for bill- 
board signs, handles all the tr^sactions, and transfers the lease to the 
advertiser or outdoor adver'isingfirm for a fee. Thejeaseholder obtains leases 
or options on pieces of property and then quickly subleases them. A mortgage 
broker buys and sells many mortgages on a short-term basis to earn fast 
profits. 

19. Who convinces land owners to rent space for billboards? 

e ^ 
Although government is sometimesnot thought. of as a business, govern- 
ment services are a very important p.3rt of thefeal estate industry. Govern- 
ment agencies establish policies and enforce regulations. They determine 
tajcation and restrictions on property, and oversee financial and management 
TiCtivities regarding real estate. 

Four major restrictions or limitationii are placed upon property by the gov- 
ernment. The first, of course, is taxes :t)ased upon the value of the property. 
This valueand the taxes are determined by the assessor, sometimescalled the 
tax collector, and his assistants. 

Another government limitation is knovi/n as police power. These are restric- 
tions on the use of your property without any payment or compensation. 
Zoning is the most common example of this limitation and is handled by a 
zoning commissioner in local communiti<?s. Your property may be classified: 
residential, com.mercial, industrial, agricultural, or special. 

20. A rnarketing career person in government who inspects and deter- 
mines the value of property in calculating taxe? is known at* who? 

The zoning commissioner's officer includes listings and descriptions of all 
property in the local area. The property may be described in one of five way3: a 
government or rectangular survey,. lot number of county map, monuments 
(markers, rivers, trees, etc.), street address, or metes and bounds (metes — 
measures such as feet or yards and bounds — directions such as north or 
east). 

21. The government rrtarketing man who decides the classifications of 
property for use is called who? 

Sometimes property must be taken from the owner for public use. This 
restriction is known as eminent domain and provides the owner of the property 
with money or other compensation. The property may be used for highways, 
parks, ot other public needs. 

22. Five classifi^.^ ;ions of real estate are what? 



18. Landman 
Lease Buyer 
Leaseholder 
. Land 

Speculator 
Mortgage 
' Broker 



19. Lease Buyef 



20. Assessor 



) 



21. Zoning 

Commissioner 
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A fourth government limitation on property is known as escheat. If you 
should die owning property and didn't have any heirs or wilh the property 
would revert back to the state. 

23. Name four government limitations on real estate. 

Laws also protect rights on property for a family. For example, a wife retains 
interest in her husband's property through dower rights. And a husband's 
interests in his wife's property is called courtesy eights. This entitles effich to 
an interest in the other's property in case of death and no will. The per cent 
of interest varies among states from lOO^o to 50%. 



24/ Two property 'jghts by marriage are known as 



t? 



Three other important marketing careers in real estate found within go- 
ornnient are the housing management officer, property utilization officer, and 
rent control inspector. The housmg management officer develops policies and 
stcindard? for housing, directs and evaluates all public housing activities and 

personnel. 

The propt^rty utilizavion officer inspects, insures, and negotiates govern- 
ment property for the buyer or user. He verifies the value and eligibility of 
property aonated to eligible tax-tree organisations. 

The rent control investigatorinspectspropertiestodetermine if they comply 
With the laws regarding the amounts to be charged, conditions of facilities, 
and other protections for the renter. 



22. Residential 
Commercial 
Industrial 
Agricultural 
Spec al 



23. Taxes 
Police 

Power 
Eminent 
Domain 
Iscli'^at 



24. Dower 
Courtesy 
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' ' \ 15 

ROLEPLAYING IN REAL ESTATE 

1. A businessman ivants to f^ncj a p!ace t*o"compactjunk cars so the materials can be recldinied. 
There wii! be a lot of no;^ involved in ti.e^process. He has come to the real estate salesman to 
n<^lp him Un6 ?. Diace. 

2. A couple With 5 children and trjree dogs need to find a place to live close to the man s -work and 
close to the ch-ldren's' schoc's. They cannot pay very much. 

'3. A haughty, rich, old !ady Aants a fiouse m the best part of town. It has to be burglar proof and 
have a fence around it. She does not particularly like or trust salesmen. 

4. The real estate appraiser has gone out to a building supf^S' company to appraise it because the 
owner .vants to borro^v money from the bank and use the company as collateral. The owner is 
there anci is trying to get the value appraised at more than the appraiser thinks it wofth. (He 
may be willing t o pay.) 

5. An irate tenant is most upset because the bugs have not been killed m his apartment arid tVle 
leak has not been fixed undeuhis smk. He talks to the apartment house rr nager. 

6. Tne apartment house manager ^ showing an apartment to a couple. He knows the ceiling leaks 
and the air conditionel^ does not work well. There are man'y^vxays he can handle it. 

/. *The property tnanager is trying to collect rent from a man who just lost his job. He has three 
chitdren-in school and he carmot afford to pay the rent. 

8. A man wa nts to start an auto repa\r business at his horrid in a nice residential arja of town. As the 
zoning commissioner, you mjst decide whether he car do it temporarily. 

9. A land speculator fias just found oat that a new highway is gomg to be built on the north side of 
the city. He wafUs to buy six pieces of property surrounding the highway and goes to see the 
owners. 

! 

10. As a contractor, you want to bid on a large shopping area to be constructed. A competitor who 
has a reputation of bidding low and using poor construction methods and materials isalsogoing 
to bid. You go to see the owner. 
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CAREER CBA's 

Prrticipant^ 

3 *^-ifH'itstb or rt?<^'M:, O'O 'jn .'ireas. .^ns.ver questions 
* ■.loderjror opens bidijtnj,-;, reads questions 
/ Scorokeeper shows odds, indicates players points 
S AiJtf}oritie':y >vake up final questions and answers 
'[3 Ju.lfi'.e'^ deterpiine ccrrerctness ot answers accordir^g to given questions 
Additional stud^^its take the' losing panelists' places . 
' All students subaut 5 sets of questions. 3 questions in each set 

■I 

Directions 

T/ich panelist or team ' tarts.the game witlxSO point^'and decides how much of his totaf he wants to 
wager at the beginning; of the game on the first question. Each player or.team may wager up to 10 
points on any one round of questions. A total of ten rounds comprises one game and each round has ' 

three questions one each tor CAREERS (C). BUSINESS (B). and ACTIVITY (A)! The player with the 

most points after 10 rounds wins. 

Play is begu-" •v^ien the rTioderatoraskse^ch, player or team to decide tiow much he wishes to wager up 
to 10 ifomts and »n whicn r,l the throe cat^^iones he wishes to wager. To make the game more 
intenL^stmg. ".iofne quf'Stion are nior*^ dttfir ult than others. The scorekeeper may indicate these odds 
.vt^' t«ii'nbers :>ndeM\K n the cat^'/'onps a% shpAr^ .it^o'^e, The "1 " under CAREERS(C) shows that it 
t^ie le.ist difficult, tf^^e 2" undf-^r BUSINESS [B^ tlie next level of difficulty, and the "3" under 
ACTIVITY :a; as the mgst riifficLiit, ..... 

F/tch p!a>e' should br kjv -i ten c.r Is //'Th jxxrt'; of MO. so that he can show his wager. TtK? player 
spouid ai^.o jrwen'^rirf'^^ :arf1s. -.-^c- "or CARlERS. EBUSiNESS. and ACTIVMY to indicate in 
■A*-ich c<'.^tei:crv hf :s Aa.--' I* : . • f^v 'r-ry^rs bid on the safrn;' ,^rea, such as CAREERS,the 
[J'X:*'f -vtt-^ tiie hiiv lest : fi,.is t'l-^ rti;r^)ty' Uj arswei the questior., and ttie other player(s) do. not 
Pcirfi'; -rMo \r. this cate,;';ry of oUt-';*: it two or more players ctioose the same area and wager the 
'^arni.- .^i^tourit (;i oc-mts, tiu^ ■node'':;^^ .viil epe*^ the bidding to those players and they may bid any 
nunU;ef of poi;;ts up to tlu* ,i:nour;t .%-.ir they possess. The piayer who bids ttie most will receive the 
question, . ■ 

Afte' wagermg ani j biddaw; is con'c let^-d, thf '^^cdcMtor will ask the (;uestions according to the order 
on the rjoard, theCAREiERS ouestK it first, tl-)e BUSIP>iESS question next. etc. depending upon 7;hich 
fi-^y** ti^'^-'H sr^frtPtj f!v:/^.^'^'itnr lii r^^:^r] o^iv those questions m the areas which have been 
r:;t] upon. E!ach pla/*.'r .v.iLmsAer t'le ^uiO'„-ticn upof> wT*icfi he wontfui vvager. If he answers correctly, 
^-f^ score IS Micreasr:^ by tne niifiil:-r of points Aag^^ed multiplied by the odds (1, 2, or 3) in that 
jrca. 'f he ans/'ers incorrectly, his score is reduced only by thf> number of points he wagered. 

For added interest, the tenth and last round of questions for t fie game maybe played with no limits on 
the v\agered amount exc^^pt the nu-^iber of points that a player'has earned using the same rules for a 
tie bid. • . 
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This lease, 



Made tliin. 



(ia\ of 



- A. Zj. 

, called /♦>?!»or , ind 

- . , cu[[i?j !t»SS^t 

r«.5or. .. Jo ..fey t}xpse presents lease and let uritc the said 

lesspe certain prerruses, io wit : ^ 



TD ^^Uf lind to IKold tlw prrmi^vrt dfort^said nnto said Irsycu. . from the 

dfiv of '. 1^ . /or the term 0/ 

[hfin rir.tf *^nsriinq vif^/iaflf and p*iviaf7 for tliv scirne unto sfiid Ir^snr 

?;f ir.s. sm {t'S'-or i end a.si«f|ai. us rent tl^* sixtn of . 



It Is Rgrccd : ,1 niintill thm rmnt nl ynv hm^ rpmaui titip^.,l fnr 'n t< Aavn ajl^r tht .lame slioll ha Jiw 

tt'\(f pnya^tlr. tun/ i^'^^f^^ • nniy, u! op/i,jf; thpn v.^n*t(i''f ihn i<i[<J Ir^nrr a.1 i^nnrif at will, o/lJ 

f^t. 'iti'r ui'orj uu i jTf .m-sf sniil f>^t"Tti«, ' tfwi;,' '' J'I..; ■}! onv hrm- p» rnnl suici frtfit fo in 

r'iltr»» r«f.t ?. r f/(.;. f'-'^u I'/.r U'^iti'i / fri'^i.'-tt 'i' • fr'i<f"f nf *- .>rn<i .fi,n *.vwi pnvu^Ui a^f/ may f)i» 

rrroi furt^tuii'h I- ^' tii^Jfrii if n[r..'rr# .i^'. iirj/ rn lii . f>fi*i if ; , m;m wA>'r tin* /«'ai*» for rf, iTy tf^ rent in 

ftirt/i**' that n^niiUl tl-tf fir-tprT'v n' ^r,:-^ i.'vtrr / f» rp'*' ir ^- i 'ri m i f-r, fTH%»-« i.i/^/ IfiiiOr 

Ji, r.'/tv nnt^^.vrirflf/. (i( fjfiv l.rr^.- u'W/irn ru'i»-;v (/ivi Jhrf ' .j': . fn rnliT lip »'l f'lr vam<» u n,'r<»!><r joijiid, and to 
!<•(:»» i f" rn'i ^ ti.trt ij r;» i 'r.. , stM-v ^a. / i*M '>•'»■ /i.t n'l (ifrcin <if r»f;<i f^ii'ti ilno or to /><• 

(.'.'>>.• it, I' n« r pr f •</ h'kI .'M.- .< 'I* .''..-ffwr, ,jn j t'tc ^'i ^ r'r')r»'*rV «n r ■ l' ' Ir< ^' ir ^hoH have 

t'f\.> rj ;'if« nnd ri' j . i -^ifiMj*''/ n'vX'" f^-i* io<i-'* iri; tU'ti'iij tiint unt>-iu<: f^.r h-'nr>lif% o( e»<»m;><JOn {aU'«, 

so niiM ,»o Qj if fk» rpnt.) i(t cj jqt'i «<> f'f't;yt."-f y I r. t-.u /.*. ii'i ^ frjrf/wr l^ui ji«Hf^ prermref in 

whole or en pcirf i?in/i hr u'id>*rj,t or rt'^iJi ff u'lf^ouf •nil li «t(ir tfrif'^ •» ^''^ntprtt <Ji»»r.»fo C)n flxpira 

((r»M r'/ lliM IiMist'. iJj*' (I'ltro'rty i« ((. I »• yti . 'i rif iM ol ytio?l • rdi-r iti all ri-.f(^fi.'.i fM {( noii' rr'uJ<'riulif(« U'eor 
onti t«»or mci t/aruofli* fronj fire (•«•! ppi>»ri <• 

In Ulitness Itthtrcof, f?»p p.iffM"! /wirr lierr-nntn 5<'t,f^''ir h^iruif and seah 

Siga<»rl. sealed nnd del-.vrred in the presence <>f j * ■ 

' a.s) 

- • ' ■ 

'MO pnvnirnf the ahni e rent 

,ri ()r'ie ilne 

lOitnrSS ^mv if, mi 'md ^r'J t/i.^ ./<i\ nnd v.-.ir o/>Mri' rirfai'.'irT/ 

AffPSt . , 

^ . ,. (rs) 
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WARRANTY DEED 



^ MAMCO FORM 



This Indenturt, 



Jny of 



A. I) VJ 



of the ('.ti'iintij ,>f 

fKirt i*f Hi*' first oart. ami 



and State of 



iff tttr l i^iinti/ >if ,wd ^'tatr of- 

itiff trf til'' 'i}ti(t nurt ttuit thr unid jmrt of thf* first part, f'tr <i/m/ 

//; - Ml^>/•^•r^//rll.f #</ tht' yum nf ^, DttHiirs, attd ottt^'r tfuod 

itn<l j I f>nstt1''r<tlni}. s t(f tt, ttatut /xi^y. !hf tftfifit ivtifrfof is tirrr'bu Arin^r/ 

f d f' tl it i f/f nit' tt /i#«r,/,///</'f/,. > </</ (iiu.i i ttrxt'f yfd. urtd by tlirif prt^xrttts 'jrunL h^tr- 

<liiin >' //. ' "H! f'l^ tin.f .fjtflitm tin'i' Ih'' sntd i.>t:rl nf flir stu .>ii(f tuirt and ' iicus 

^ fi'i'-i'rr , <iil thiit iiffnir jutii'-i I'f tflfui l.tji ntf attd h^'iltf itt ' \. ( niittty 
^tnd *^(ut'- i>f . .'iivif fHii t*. ntarlij dr$irthrd < y fifUnH'S: 



TpQClhCr r, 'r -U.' i.>:>n'-):'^ , ! .tf i f ,i tur r. ts and apfjar(rtuinry$, With ev^rii f}rivtinff\ rnjht. 

t:.' !.>. ,,/.,/ . , }h ( ,;rit t -ijh! of •/ »n'/T, r*'!"-rstatt . r»'tttaindfi and racftiirnt thrrf{a 

i .1.,. ,1 ,M <,i T /I/ 'I!.} To KilUf lUUl !D Hold s<,ti^^in ffr ^tmitlr fi,rfier 

\mi i'*f' ^..'i/ /•.,"' "/ ffi-- f'i >> }uitt t\i\ ft,iuiu\nt an'tt tttf %nid fnirt of ihf 

, ./ f>ni'. ,'/•;/ .'fin fiiU'i nf tfte said firmasti. ttntl ih»'if are free fr^.m 

.<// . n, « ^ nad th'it Hfntd nght and Inu- 

tifl in'ih>"if\ / . ^. ihf .,,.>.'. iitid il*' ^ ntt ffiit i*f thr fast fHirt dt\ hrrt'hy fall} unrrnnt 

til. fnf- f't -,nd ' itid nuA 'lid 'I' ff tiii lin smnr uaainst thi laufat rlattns of all f»r*,nrn uhafniartt'r. 

In Uiitnf$$ UlhCrCOf. */ - n-/ -/ f>art the first fntrt tm hereuuto set 

f,i'n,t n'J^i ^' itt th' '/■!// 't at abi'vr a^nttf'n 

^i>itfd >f'al'd an,i dt ir'Trd ^'ir prf sean' 
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. CONTRACT TO BUY ^ 
AND DEPOSIT RECEIPT 



Dollafi tS 



a. J J,;. .: <j. ^ • ' f u*i ha /*:;/• 0/ f^r' f-.^il-.-u tn : dfunbrd pfop/t'., upon thf Irnn^ a^td . 



Tf**^i and C/i-ndiiiom <'f Salt 



Dalian ,$ 



/■ j^ff'ti 'Kdl thf, '.'ii'} ij t.- r hall br f/.' .tJ ard tht fufiha^f ^hall pa- thi haljntr <<! iHt 

'1* t pa\'irn: ard n-iu.'* tili fat''*. an f' t.* #*»,u.'<ti ^'if inmpi/iwn of 

pu>>^ay ;i ilh.'i ■/.)!■• rri .7* /;. » M t-^* ' rr^ ' nf an 

ah-t'j-f !'f r^f- a^d '-fopf!',. --^f' <; . (/j* um .fh',- /iji.i ^/i.Ji/ h,- fr'tatnt'd h-\ thr \rllrT ai nquidntrd 
ay*ru liHti th,- ullrr .n tu' ^# r,''\,:td 'fj'N Ji7 ahit^aiton undf t tht* inii'U'nrT\i 

Ih,- w.V' 'j'r;.!^ j'l lA.i'i; fit/*- J«' hr •j.octd and ma^it lahlt of a 

f'-j/.'i) ' tn.u'ij* », /^u? ifi f^*' »,#•':.' thill thf tit.f .ha-> ■! hi found ti^'^d nnd maf^t tabii\ iht' ullft 

a^Uf t. 'n-i 'ttiu r<i^'*' d'.t'.'^fitr 'n •nuwr *'»r ^ttai -i^i,*- .^.^ad-and Jtia'kilclhlf, and ^hall hair a rraionahh- 

timr n» .'1' r/.', .jn,^ i; j*:,* 't a^i^^xtitut' d-.lr^fn*^ 

' ^r\(ii K<rLii>;f ' i lihin a »»i3 nah'.f tirn^, thf' ^/lU'f 

u"d -j''- 'I'M f '(»..* ha;, h'-t n pa:ii 



* - - - - 

pa't ^aid ttrie' ^Hall m't hr madr \> id and 

f'liiv ,jr - t^ptii-n. ff'Turrj r/j»- rj'>fi»'", thi^ du\ pind 

ufuit'f thii I >)ntt(i^! , and thf/upt'n, 0 



'I'hn .< '::'a,f h>iil 6/ 6;n<ifr^- ufi^j h^th pa*:ui :iHi>i appii> rd hy tht iimrf i<f thr pirpf't\ ,ih,: r dt 



'thrd 



o.'f'i* ."v^ pu'iha^f th*- tih-K.i' drufibfd pio*rit\ vn tht t^rmi and • <tnditi- \ 



W'ttnn 



» aQt// to i<U thr ahoir m^ntiitrifd prap^rtv to ihr ahoi / nom/d punha\fr or\ tht-' 

/r»rvn and ivndition\ ^talfd in th^ ahaxr initfumml 
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REAL ESTATE RACf* 



Participants 

8 Racers 

3 Contertants 

1 Moderator 



1 Odds Maker 
i Scorekeeper 
1 Authority, 




Preparation ^ ^ ^ 

Each student should submit five questions and answers o,n the subjec^. Edit the qj^esticns and pladfe^ 
them on separate cards. Prepare eight cards for numbers 1-8 on eight different colored pieces of 
construction paper to re,'>resent the eight racers. Prepare eight sets ot eight odd cards including the 
'foilowirtg odds of 1 T; 2 : i; 3 ; 1, 4 : 1, 5 : 1, 6 :. 1, 7 .: 1, and 8:1 



Directions * * ' . 

Eight students assume the 'Oles of rac!ers who answer questions. Three students serve as contestants 
who decide which racer knows th& answer v.'ith higher odds. The moderator asks the questions. The 
authority makes up the final questions and serves as a judge during the game. The odds maker selects 
the odds for each lap at the beginning of each tap, and scorekeeper calculates the points earned. 

For each lap. the moderator reads the question to the racers. Each racer writes down his answer. Th3 
odds maker places different oddsf or each racer according to who he thinks will ar^swer the question' 
correctiy. Each contestant is given 10 points to begin the race. After the odds are selected for each 
acer, each contestant must decide which racer he wants to answer his question af>d how many of hrs 
points he wants to wager. > . % 

If the^acer selected by'a contestant has the c:orrect answer, the contestant receives tho.number of 
pcifus wagered multiplied by the odds. If he wagered five points on a racer with odds of 4 : 1 . his score 
would be mcreased by tv/enty points. If his chosen racer does not have the correct answer, his score is 
reduced only by the number of points wagered. In the above situation, the contestant's score wfauld be 
reduced by five. ' < 

Each racr> is compr ised'of four laps, At the end of th-e ^urth lap. tho contestant with the most po«nts 
/.'iris the race The otfier two contestants are replaced by two new challengers for anoth^rr race of foilr" 
laps. 



• Developed and reprinted with the permission of M^ss Barbara J. Wilkie. 
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REAL ESTATE CAREERS 

Api^-aiser 

1 Appraises mp-roved or unimproved rei:l property to determine its value for purdlase. sale, 
mve^tment. mortgage, or loan purposes. 

2. interviews persons familiar with property and takes measurements. 

3 Inspects property for construction, cor>dition. and functional design. 

4. Co:nputes depreciation and. reproduction costs. - . • ' 

.5. Considers location and trends or impending changes that could influence future value of prop* 
erty. 

,£).■ Searcties public records of sales, leases, assessments, and other -transactions. ■ ' v 

7. Compiles data and estimates value of^property. 

8. Submits report to corroborate valurf established. 
Salesman 

1- Pfrmts. ijUfi and seiK: property for clients on commission basis. 

property i stif^^s to become famiii/jr Aith pf'operttes for sale. . , 
: R^^v-eA-': 'fTid*; ;0i.;''^icj1s to keep informed of m.'^'^ket.ng conditions and property values. 
.; ^-^'.^s ;-jM>-^r>r.:VvM events to solicit list'ngs. 

■ " ;jr*.:s:>. '.' ■ to ;:;ro[>^^ty site^. uuo*es purchase price, and drscusses cor^ditir;ns of 

\; u;^ r^- 1' t-v;,i!v <: otitracts ^.uch ;is deeds, ^e^ses. and mor^ages and negotiates loans on 

Rental Agent 

"^♦■'r.c^ i<it.:':, -t r '.i c t ^ *Mf arenas, auditoriums, and stadiurns. 

'^cM^-^its :^e// i:w;,:ru-':-. ofia renp-vs established contracts to promote rental of buildings. 

M.i;f;taifr> '^MjiiM' ot '<^nt.jli to determine availability of buildings for bookings. . 

4. 0'.e''sees operation dnd maintenance of buildings. ^ ^ 

5. Notif if-i f»re .ifid po-Jce^epar*ments of scheduled use of buildings to pro\ ide protection. 

6. Studies reports to ascertain time lessee used >uilding and if damage was incurred to building or 
contents, . 

7. Submits bills and receives and accounts for monies paid for rentals. 
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Lease Buyer 

1. Persuades property owners to lease sites for billboard signs used in outdoor advertising. 

2. Arranges leasing price and draws up the lease, 

3. Searches legal records for owriership verification. 
Landman 

1. Contacts landowners and oil firm representatives to negotiate agreements for leases. options, 
ahd royalties for oil exploration, drilling, ^hv produc'ng activities. 

2. Handles agreement? and completion of contracts. 

3. Verifies land titles, oil rights. 

4. May write purchase orcer and bank checks to satisfy the negotiation: - 
Land-Records Manager 

1. Directs all activities for rental property of an Oil company. , * 

2- Sup'^rvises and approves preparation of all reports and legal documents. • 
3. Controls payn^ents of rents, royalties, and othtr payments due. 
Rent-Control Investigator 

1. Inspects rental properties to determine compliance //ith state or local laws. 

2. Classifies, adjusts, ar^d authorizes rents on registration forms. 

3. Assists 2oning*authorities and building inspection personnel on zoningand safety ordinance sand 
violations. . ' : 

», 

Escrow Agent 

1. Prepares all forms for seller and buyer. 

2. Checks tax records and insurance coverage. . 

3. Sets up payment schedules. 

4. Verifies interest rates. ' ^ ♦ 

Real Estate Broker **Realti)r" , q 

1. Obtains property listings for sale or rent. 

2. Locates prospective buyers. 

3- Handles negotiations and details of contract. . ' 

4. Receives a percentage of transaction as commission. 

/ 
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Escrow Officer 

1, Assembles dollars and documents for buyer and seller. 

2. Verifies leg^l status of property. ^ 
-■3. Records necessary information with government agencies. 

4- Releases documents and dollars to proper parties at close of transaction. 

Property Utilization Officer \ 

1. Reviews reports of real estate to be disposed of by government. 

2: Inspects property and insures the. property to the buyer or us^er. 

« 

3- Negotiates details of the transaction. 

4. Verifies value and eligibility of property donated to eligible organizations. 
Assessor 

1. Inspects property according to location, market value, replacement costs, etc., in appraising its 
value.' , • . 

2. Determines tax to be levied according to tax schedules or milage rates. 

3. Interprets property tax laws and forms tax policies. . 

4. Directs all assessment activities. 
Housing Management Officer 

1. Directs all activities in providing advice and assistance to housing aut>iorities. 

2. Evaluates piibliciy-financed housing programs. 

3. Develops policies and standards for local housing organizations and operations of housing 
projects. 

Contractor ^ 

1. Bids on buildings to be constructec based on estimate he has made of costs. 

2. Arrarj^s for finaRCiai assistance "for buifding cos^s, if necessa^'. - - 

3. Purchases all necessary materials, equipment, and supplies. 

Directs and controls ai! tuild:ng activities and personnel himse-f p^through assistants. 

i 

Loan CJoser 

1 . Prepares paoe^^s and assembles documents to obtain loans for "builders to finance ne^' construc- 
tor. 

' - ■ 207 



2. Forwards applications for loans, construction plans, and credit ratings to loan company for 
approval. C 

3. Receives approval of company and orders preliniinary title reports and covenants. 

4. Draws up closing papers showing financial transactions, conditions, and restrictions upon which 
'sale is based. ^ 

5. Records deeds with title company and municipal authorities. 

6- May draw up notes, trust deeds and agreements, and obtain signatures. 
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REAL.ESIATE SITUATIONS 
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In each of the situations below, determine what service of a real estate company is involved. What 
careers and businesses wouid orovide these services. Select your answers from the lists provided. 

1. Steve Sears wanted to find a place to move his wholesale office equipment warehouse. Steve has. 
found that he is losing business because most of his retail customers have moved to other 
sections of town and he cannot deliver their orders as easily and quickly as his competitors can 
vvhen there is a rusn order of some kind. 

2. Barry Barnes was able to find a large warehouse owned by DarreM Durst. Darrell was moving to 
another location where he had more room to store hisf urniture stock and where there was room to 
expand and build more warehouse space if he should need it. Steve Sears decided after Barry 
showed him the property that he would like to buy it, but he wasn't sure if ft was wort') the seller's 
price. 

3. Steve was concerned that there might be some claims against the property and wanted someone 
to iook through the reco'^ds in the courthouse, handle taxes and insurance, and draw up the 
papers to be signed by Steve and Darrell. 

^. Harold Henry has found a building in the Dusiness district of town where he would like to start a 
men's clothmg store. There had been a small restaurant in the building, but it went out of 
busmess a few months after a large cafeteria moved in across the street and a hamburger stand 
moved in arcund the corner, Harold finds that the owner is asking $10,000 for the building, and 
he needs to know if the property can be improved and modernized. 

5- Jerry Jones built a motel on a back road, and later was pleasantly surprised to find that the exit to 
the interstate was to go right by his motel. His business has picked up, and Jerry wants to have a 
billboard located near the exit. 



Services 



Career 



Location of Sites 
Appraisal of Property 
Transfer of Title 
Management of Property 
Escrow Agreement 
Selling 
Leasing 

Construction Loans 



Salesman 
Appraiser 
Loan Closer 
Title Searcher 
Esc raw Agent 
Escrow Officer 
Renovator 
Lease Buyer 



Agencies 

Investors 

Operations 

Construction 

Government 
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FINANCIAL INDUSTRY CAREERS -\ 

Study each groups of financial careers below. Using Vhe list of businesses given, decide which kind of 
Dusiness should be the heading for that group of finance careers. Eacli finance career within a group 
iS found in the same kind of financial institution or other marketing business. 

Commercial Bank Stock Exchange 

Credit Union Finance Company 

Credit Card Company 



Credit Interviewer 
Credit Investigator 
Finance Manager 
Credit Collector 
Repossessor 



Credit Manager 
Charge Authorizer 
Customer Service Adviser 
Credit Investigator 
Loan Officer Credit Coilector 

Credit Interviewer 
Credit Authorizer , 

Account Collector ^ 

- Finance Director . 
Customer Service Advisor 

Securities Salesman 
Rnancial Analyst 
Securities Broker- 
Floor Rep (Broker's) 



President 
Investigator 
Cashier 
Teller 

Loan Officer 
Trust Officer 
Repossessor 
Interviewer 
Coilector 
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FINAf^CE CAREERS IN BUSINESS 
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Study each of the marketing finance careers listed below and decide m which of the businesses that 
career would be found. Remember, in a few cases the career title may apply to more than one 
business. Each of the six boxes ori the following pages has a headmg with a kind of business. Under 
this heading are lines for you to write the career titles which can be found in that business. Hint-. Not 
all of the lines in every box will be filled. 



:redit authorizer 



FLOOR REPRESENTATIVE 



CLAIMS ADJUSTER 
REPOSSESSOR 



TELLER 



CREDIT MANAGER 



CHARGE AUTHORIZER 



CONTROLLER 



SECURITIES BROKER 



CREDIT INVESTIGATOR 



PRE51DEN" 



LOAN OFFICER 



CREDIT INTERVIEWER 
TRUST-VAULT CLERK 



CREDIT AND CONTROL MANAGER 



TREASURER 



FiNANCE VANAGER 



CASHIER 



ACCCUNT COLLECTG! 



SECURITIES SALESMAN 



FiNA.NCiAL ECCN0\'!5T 



CUSTOMER 'SERVICES ADYISOF 



TRUST OFFiCER 



CREDIT CHECKER 



FINANCiAL ANALYST 



;REDIT COLLECTOR 



COLLECTION AGENT 
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Based on "Jeopardy" TV Show* 

1 — Scorekeeper 

3 — Panelists or teams 

1 --.Moderator 

2 —Judge Authority 

— -—/ill students submit at least 
three questions for each of 
the given categories 

OIRECTiONS: 

1 . Four to six categories of information are selected for a unit or course. Authorities prepare the final 
copies of questions and answers. 

2. Questions and answers are selected for each of the categories and are arranged in order of 
difficulty (Meast difficult; 5-most difficult). 

3. A panelist receives the number of points related to qu^5Stions he answers. The panelist with the 
most points at the end of the game is declared the winner and meffets two new challengers for a 
new game, 

4. Time limit per game — 15 minutes. Panelist or team with the most points wins. 

5. Game is begun by each panelist or team representative drawing a slip of paper froni a tx)x. Each 
slip is marked L 2. and 3. The panelist or team rnember drawing the #1 sr?p begins the game, 

5. The panelist or team member then selects the category and point value of the question he wishes 
the moderator to read. , ^ 

7. The moderator reads the chosen question. When, the panelist thinks he has the correct answer, he 
rings his bell. The first panelist to ring his bell is given the opportunsty to answer the question. If 
his answer is correct, he receives the corresponding points. If his answer is incorrect, he does not 
recetve any points, and his o^'^oonents receive the opportunity of ringing their bells to give the 
answer. The first panelist to ring answers the question. If none of-lhe panelists gives a correct 
answer, the *ast person to answer correctly will select the ne)ct category arnj point value question. 
Each succeeding question (category and pomt value) will t>e selected by the last panelist giving a 
correct answer. 

S. 3)ccks representing a category and point value {such as B-2) should be blocked put with an *'x" on 
the b'acktx>ard'oc an overhead transparency to keep the students informed of the remaining 
categories and point \.3!ae questions, if a bulletin board or pegboardare used, cards ^or each 
ZctegoT\i and pomt value may t>s removed as they are selected by paT^elistsl 

*DeveiO:?ed by and reprinted with the permission of Barbara J, Wdkie- 



214 



9 19 



QUIZ SHOW 

GAME ACTIVITY 
(Small or Largs Groups) 



CATEGORIES OF <NFORMATION 



A 


B 


C 


D 


E 


1 


1 


1 


1 




2 


2 


2 


2 




2 


3 


3 ■ 


3 


3 


3 


4 


4 


4 


4 


4 


5 


5 . 


5 


5 


5 



Participants 

2 Teams {9 players each) 

1 Umpire 

1 fcorekeeper 

2 Managers (1 each team) 
— Substitutes 



X 

XXXXXXXXXX 

Prepantton 

Develop four sets of questions ranging in difficulty from 1 (the easiest) to 4 (the most difficult) with a 
question on one side of a card and its number on the other side. It possible, usefour different colors of 
paper, such as red, blue, orange/ and green, to help distinguish the questions and add interest. 
Arrange the room so that you have an area similar to the diamond drawn above, Placechairs where the 
X's are shown and a small table with the chair in the center of the diamond. Stack the four sets of 
questions on the table in order (1, 2. 3, 4) face down so that the numbers show. 

Divide the class into two teams and have each team select a manager. Have each team manager assign 

players to one of the following positions: : 

Pitcher — serves as the moderator asking questions to each opposing team player who comes up to 

bat: may decide to "walk" a player to first base, 
FirstBaseman — may answer the first 1 point question (a singie}that an opponent up to bat misses and 

get that player **out". 
Second Baseman — same as above — 2 point question (a double). 
Third Baseman — same as above — 3 point question (a triple). 
Catcher — same as above — 4 Doint Question (a homerun). 

Right Ftelder — may answ^ the second 1 point question (a single) that an opponent up at bat fails to 

answer to make an "out". 
Center Fielder — i*ame as above — 2 point question (a double). 
Left Fiejder — sam'i- as above — 3 point question (a triple). 
Short Stop — same as abOw^e — 4 point questman (3 homerun). 

Each team manager \v ill decide the "batting order" for his team. Before eachplayergoesuptobat, the 
manager win discuss striitegy for the game, such as gorng for a double or trying for a homerun. 

'DeveJooed and reprinted with the permission of Miss Barbara J. Wilkie, 
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Directions 



H<iv>? the Limci'-e t!:o :\ co^n ^ith tfie tv\o managers to s^ee which team \\\\\ be "up to bat" first. The 
!'*a^^);;e'- •.m-^h the toss wiM then -evie.v c>3ttjng orders with l-.is team. The other team ^r.anager '.viM 
>;iOorv:se i^is cia/ers taking thei: designated oositions in the field. 

T''>j *.rst c-ayer at bar teiis t^'ie pitcre*- -Aheth.er he \^ trying for a single, double, tnpie. or ^^cmerun, at 
;x".ntt^v? ;;itcr.ar .may cecide to Aafk'" the batter or he may select a cat d from the corresponding 
-.t a^d the question to the .'n'ter. 1^ the Diayer at bat ansv-ersthat quejrtTcw'-ftroi-i'ectlv. he A-alks 
>iround the bases to the appropriate one. 

:f tr^e clave^ !S«rcorrect. Ihe ocposi^g baseman (1. 2. 3. or catcher) may answer the question. If he 
a n^Aers :ne q.;e^tion correctly, tne plaver at t:>at "out." If he is not correct, howevvrr. the "hitter" 
on!v ^^as one striK.e counted against h;rr.. 

'A •■^e-'' a p-aye-' at bat has an opportunity tc ar^SAer a strcond questtcn. he may seiect a single, double, 
t^'pie. or home-'uf^ v'.ithout ccnfe^''"'c A;th n s team man.ager. If he is correct in answermg the 
^e may proceed to that hr:-e. 



if second .answe'' iS not zorvQcX. the apprccriale outf leldef^ may attempt to answer the question, 
^•^at iS, the '"•ght f;e^de'' may answer the "s.ngie" nomt question, etc. A correct 3ns;ver b\^ the f»eld 
o-a>e'' earns an "out.'.' ^r. nccrrect ans.ver on the second question by the ^leldman entitles the player 
r c;:t a tn!-:: a;;^d * na' '^ttem-;t to ansv^-er a cruest^cn :f his c^o*c^2. \* he correct, he goes to the 
rzrr^^::o^Z''^-z c;5se. -correct .vns.vtr ^ -.en^.s a third strike and he is out. 

V. ^ tea''" 'e'^^a ns ' :: 3*" : '^t ^ * '"'act'- ^•"•'ee cuts. At that time the team ;ri the '^■e-d cor'^ies tc 
-"a: A'.'e" eac*^ team r..\>. ^.j-;r tvcw'ce .^t cat, r-r^e- ^n-^'ng ^wV ha^-e oee'^ completed. A game may be 
c^^.ed *Lr t*":'ee m^ --^s, *.:'*v--'*;r'..j-^--;, :r ar*.' m':t established th^ Instructor. 

Scoring * . 

-s n t'^^o reg-J-a'T ga'^e caseoa-1 t'^e .x^-^e :s .von o_v the' team iCith the largest nijmber cf oomts. For 
ar^rd interest, the -na-e^^.eeo^-" -^^a ^ '^eec -"ac-^ o^ each ;eam s number o"^ hits. If the game is played 
a rj-^ger^'-od c^ ti— e. sjch as :;jvng se.era- .jpits, oiayers may figure their battmg.average to 
^e p ^rr^iv.ze the;r mathe^^aticai SK'f'S. 
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FINANCIAL SPECIALISTS IN MARKETING SERVICES 



25 



1. Finance involves the handling of money for business and consumer users. 

2. Five major types of f inancial institutions Hftlude; 

a. Banks — provide f>ervices of checking, savings, loans, trusts, and safekeeping of valuables 
(Commercial Bank. Savings and Loans Associations) . 

b. Finance companies — specialize m extending loans (Consumer and Sales) 

c. Credit unions — serve a special interest group for savings and loans (Governmerit and 
business groups) 

d. Credit Ca'^d Companies — fmance consumer purchases of goDds and services (Bank- 
. Amerscard. Master Charge. American Express) 

e. Securities Investors — handlertransfersof stocks and bonds (Stock Exchange. Mutual Funds) 

3. Irssi^rarte and Real Estate businesses are sometimes referred to as fmanciai businesses. A\- 
thougn they deal in financial transactions, most real estate businesses are primarily concerned 
Aith faci!itat<ng the exchange or use of realty. Insurance cotripanies are mainly concerned with 
the sh»ft;rg of financial osses or risks, unline other businesses. 

-i. Finance serv'^ce businesses offer one or nore of these services tc consumers an:j businesses.- 

a. Loans — iong and short, personal and commercial 

■■ b. Ch'i^ck.'ng ~ regular ar^ special, persona! and business 

c. Sd'.'Hgs — passboos and certificates 

, d. in.-estnients^ — stocks, bonds, land , \ ' * * 

e. Trjsts. Estates, Vi/ifis ' ^ ' 

Safekeeeing of id'uab'es 

g. Credit purchases — open, reva'v^ng 

5. A<tr^Ow.gn thei'e are r-,ar.y finance careers :t^^^^^^^e. i"^-e o;"!es O'' the ""owOAing cages^a'e the ones 
.•.h;ch a^e rno?t trec^entiy ^OLnd. ScT^e cf t'^e lozs '^sted cccl.' \r r^o'e tnan c-ne business. For 
e^a'-rie, a crecit inter-. le ve' -^'rght be to^n:i -r a^^.* bu^i'^ess that exterds credit for loans or 
Durchases. 

6. A't^c^g'" "^^^^y ^ r^arc'-a': ca'^eer ce'scr^e' ^'^ ^a-^c-us r L.5^r'i-rs>es "^^av rerfr-^T Sirriiar tasks, some 

t^^e caree" ti: es u;! va-> . A g:}od ei^a^z-e z* s .^c ulci ::e an ^ut^orice'. 'f t'^e oerson -A'orks for 
a r?^r::^:'rard cc^naPj. ^liprtt^e-sa C^a'ge :* re'' t^^e a n'- s tnanze ccrvz-?.^^-. he 
/.•^-■d rje -noAP. as a Cre.'^it A^.thr^rev T^e rr..^-ager -^a, be a crez-t -^.anager. loan officer, or 
oresicent- 

Sc^e ■zt 3D30'tL.'^ ties 5\.a "acir azzcrz^^'^.g tc "^'so' se'. sees Derfo^-re:: a^i--. 

^ : :^?z' T — o:t*^ c** :r' . :'e:: 't a'" r cc' r:t " '~ s t*' c :rs^ ^r". ::"e.:i:* .iiit*" o^' r*?r 

""^st5 — t^jst :;*':e', t'-aoe- 
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8. Many forms ? e handled by employees of financial institutions: 

1. Deposit and withdrawal slips — checking and savings 

2. Personal, traveler's, and cashier's checks — checking .* ^ 

3. Bank statement — c^' cocking, savings, loans . 

4. Promissory note, installment contract, credit application, mortgage, deed, certificate of* 
title, credit card — loans * ^ . ' 

5. Passbook, certificates of deposit — savings 

6. Stock Certificates — f-^vestments 



EKLC 



216 

21S 



CONTROLLER 

Often called the comptroller, directs the financial affairs of an organization, usually a very large 
operation. 

Establishes r-najo^ economic policies and objectives for a company. 

Directs and prepares tmancial reports'on >)udgets. government reports, financial forecasts. 

income, expenses, and earnmgs. 

V. . ^ * ' 

CREDIT AUTHORIZER 

Approves credit amounts for customer loan applications or renewals. 

Verifies credit standing of the customer for credit reports. 

Reviews credit information in determining the amount of credit extended. 

CREDIT INVESTIGATOR 

Checi^.s D 'St history and current status of persons and businesses applying for credit: reviews 
'Hfcrmation provided by customer. 

Inte^v'jews by ohone or m person credit references, neighbors, employers and trade associations 
to obtain information about the customer. 

Evaluates his ^indmgs and submits a report to the loan authorlzer or to the authonzer of the 
company. 

CREDIT INTERVIEWER 

Greets customers and dete"^rmines the financial need. 

Obtams basic cred-t information corcerning ernployment and financial status, personal and 
famJy m.formation. credit references* etc. 

• Review's a;:p^tcationsand may verify certain information before turni ng the application over to the 
aop^'opr'ate investigator or authonzer. 

CHARGE AUTHORIZER 

- • \ ■ ' 

•^rr^rves ::;5acr''C\es ccnsu^^e^s aDp'-cat^ons^o" charge accounts or addit^cna'" purchases to 
rstar^-si^ea c'ia'ge accoj'"-ts. 

R-j /'t^^AS cr--:i': ••^*r-''T'2t'r'- r c£te'Tn''n,!ng credit li'nits and extensions, 
-r"'^ rs c^ec t ana C;"ec5re~s credit repc-rts for charge custo'**:e''S, 

-219 . : ■ 



CREDIT MANAGER 

Manages credit department fpr businesses which extend credit tt5 other businesses. Usually 
works for an industrial, storage, or transportation iirm. 

Investigates financial standing and reputation of prospective customers applying for credit.. 

Reviews and evaluate s results of investigations to reject credit application or'to establish credit 
imitations on customer accounts. 

>. 

Supervises collection of bad accounts and worthless checks. 
Makes up coliection notes to customers. 

•\ • ^ 

Keeos records of coiiections. . 

May suti^nut delinquent .iccounts to agency or attorney for collection. 

^ FINANEIAL Af4.UYST r 

'nterprets data conce^n-.ng investments, thetr price, yield, stability, and future trends, accordmg 
tc- danv stocK and bond repcts. ^snanciat periodicals, securities manuals, and personal inter- 

Constructs charts and grap^is ccn';:ernmg inv^estments. . ^ - 

Sunrrarjzes data setting forth current and long term trends m investment risks and measuratile 
e^o:iom.c influences perttnent to status of investments. - ^ " - 

Vay aer^orm research and make analyses relative to Joss^es and adverse financial trends and 
suggest remed^a? measured. * - 

Va> trans-nit bu^,'-3nd*<e'; order's to broker based on securities analysis: 

FINANCE MANAGER 

E5t3c;isne:3 an:: -^a-^tains "elatfonships wifn customers, and with business.. service, and ciwic 
o--!^3-n.:r5t r-^s t:^ c-on~ote goO'd>.M'*! and de^^eiop ne^v business. 

S^pe-'. :se^ iccDu'-^t-ng a-^a ^eoc^Jcg "unctions ar:d establishes operating policies and orcce- 
d,i-es. 

iD^-ects o..stoc^; and oo^tro' assets. recor::s, coUateraL and securit-es he^d by compa^'^es., 

BANK CASKiER 

C^'c-ct> b^nn's -no-^eta'^y D'oe^a^s, transactions, and secuDty ^'-^easj-es 'in acccrcence ai:^ 
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Coordinates program activities a rrd evaluates ope rating practices to insure efficient operations. 
Over^jees receipt, disbursement, and expenditure of money. 

^Signs cjpcurnents approving or effecting monetary transactions. ' . . ' 

Directs safekeeping and control of assets anq^^curities. 

Approver lOans and participates as rtierpberpf committees Concerned with loaning ?nd cus- 
. tomer service functions. 

Directs accounting tor assets, and maintains specified legal cash reserve. 

Reviews financial and operating statements, and presents reports and recommendations -to 
bank officials or board committees. 

' <v1aintajns finarcia! and community business af^f illations to broaden bank's services and deveipp . 
new business*. . ^ 

TELLER . 

s 

Rt:ceives arxj pays out money, and keeps records of money and negotiable instruments involved 
in various bank transactions^ ' ' ' 

f 

Receives c-iecks and cash for deposit, verifies amounts, and exafr.ines checks. for endorse- 
ments. • . . . , 

iinters aeposits in depositors bankbooks .or issues receipts. 

Cashes checks and pays out money upon verification of signatures and customer balances- 
Places hold's on accounts for unccHected funds. 

« 

Orders supply of cash to meet daily needs, counts incoming crash, and prepares cash for 
shipment. 

May compute service charges, file checks, and accep*^^ utility bill payments. 
May photograph records using microfilming device. 
May operate various office machines. 

May sell domestic exchange, travelers checks, and savings bonds. 
May open new accounts and compute interest and discounts. 

BANK PRESIDENT 



2. Supervises accoijnting and reporting fun(:tionS and establishes operating policies and proce- 
dures. 

3. Directs custody and control of assets, records, collateral, and securities held by companies. 

4. Approves or declines lines of credit, and commercial, real estate, and consumer loans. 

5. Dir<ects personnel engaged in trust activities, such as settling estates, administering trusts, and 
performing agency functions for individuals. 

TRUST OFFICER 

v.. ^ ^ 

1. K:1r.;inisters private, corporate, and probate trusts. 

2. Examines or drafts trust agreement to insure compliance with legal requirements and terms 
creating trust. 

3. Locates, inventories and evaluates assets of probated accounts. 

4. Directs realization of assets, liquidation of liabilities, payment of bills, preparation of Federal and 
State tax returns, and collection of earning^. 

5. May invest trust funds. 

6. May administer escrows. 

7. May act as transfer agent in securities trust transactions. 

LOAN OFFICER 

1. Examines and evaluates applications for lines of credit, installment credi*, or commercial, real 
estate, and consumer loans, and authorizes or recommends their approval. 

2. Reviews loan application for completeness. 

3. Analyzes applicant's financial status, credit, and property evaluation to determine feasibility of 
granting loan request. 

4. Corresponds with or interviews applicant or creditors to resolve questions regarding application. 

5. Approves loan withm specified limits or refers loan to loan company for approval. 

6. Completes loar\ agreement on accepted loans. 

7. May handle foreclosure proceedings. 

8. May analyze potential loan markets to develop prospects for loans. 
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FLOOR REPRESENTATIVE 

1. Buys^nd stl!:, securities on the floor of tne stock exchange for a broker. 

2. Analyzes market conditions and trends and informs the broker of buy-sell prices on stocks. 

3. Notifies broker of market changes or purchases which affect his customers' accounts and make 
recommendations accordingly. 

SECURITIES BROKER 

1. Directs securities investment and counseling service for individuals and businesses. 

2. Studies financial background and future trends of stocksand bonds, and advises businessesand 
Customers regarding investments. 

3. • Transmits buy-and-sell orders to floor representatives as directed, and recommends purchase, / 

retention, or sale of issues. ^ 

f 

4. ' Establishes and maintains relationships with customers, and with business, service, and civic 

organizations to promote goodwill and develop new business. 

5. Supervises accounting and reporting functions and establishes operating policies and proce- 
dures. 

Directs custody and control of assets, records, collateral, and securities. 

TRUST-VAULT CLERK 

1. Receives and delivers securities into and from trust vault and records security transactions. 

2. Opens combinations on cabinets in vault. 

3. Examines securities deposited for safekeeping, verifying descriptions and signatures, and files 
securities according to customers' names and account numbers. 

4. Records securities transactions including purchases, exchanges, and stock splits to maintain 
control of customers* accounts. 

5. Releases securities from vault upon authorized request. 

6. Acts as bank's agent in observing bank auditors when checking securities in vault. 

7. M<iy examine collateral to insure conformity with loan specifications. 



steps in 



the Ladder of Getting a Lean 



Jobs In Proper 
Order. 



TELLER 



CASHIER 



LOAN OFFICER 



INVESTIGATOR 



INThRVIEWER 




Possible Answer 
In Mixed Order. 

A. Application 

B. Check Credit 

C. Approve Loan 

D. Cash Check 

E. Issue Check' 



Fill in 
the right 
letters 
on the 
ladder to 
the TOP! 



WHO'S WHO IN FINANCE 



Read each of the job descriptions given below. Decide which of the career titles listed at the bottom of 
the page Is explained and write its career title in the blank to the left of its description. 



1. Approves loans for dpplicant^ of a finance company. 

2. Represents securities brokers on stock exchange floor. 



^ 3. ' Ha:. dies bank receipts and pays out money for checking, 
savings, and loans. 



4. Okays amounts of credit purchases by customers in 
a retail store. 

5. Assists clier?ts in the buying, selling, or trading of stocks. 

6. Controls and organizes ali'activitie^ji with a bank. 

7. Reviews credit information and application with loan 
applicant. 

8- Receives, examines, and delivers securities deposited for 
safekeeping. 



, 9. Directs all monetary programs and transactions 
within a bank. 

.10, Checks credit information on a loan application to 
a finance company. 

_i 1 . Exammes, evaluates, and approves credit applications for 
a credit card company. 

. 12, Assists members of a credit union with loan payments, 
share deposits and withdrawals. 



Customer Service Advisor 
Controller 
Credit Manager 
Cashier 



Trust Officer 
Loan Officer 
Credit Investigator 
Credit Interviewer 



Securities Broker 
Charge Authorizer 
Teller 

Floor Representative 



FINANCIAL ROLE PLAYS 
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1 . A customer hands you a $20 bill and requests change. He says that he is m a hurry. The $20 bill 
looks counterfeit to you. What would you do? 

2. You need to deposit your money m the bavik to your checking account and have the teller check to / 
see how much money and interest is in your savings account. 

3.. You are an eccer,tr;c millionaire who wants to set up a trust fund for your two Siamese cats after 
you die. Once these c^tS; are gone the money is to go to the local orchid society. 

4. You are preparing a traveler's check transaction with a customer. Another customer walks up to 
your window and asks to be waited on immediately because he is in a rush. How doyou handle this 
situation? 

5. A customer comes to your window to have a check cashed. Several minutes later the angry 
customer returns to your window and says, *'you gave me $20.00 less than you should have." 
What do you say? 



6. You need to see the bank manager to convince him to put an ad in the program your band is giving 
out at their concert so you will have enough money to pay for * '^o program and maybe buy some 
ne// music. 

7. You are a friend of the financial analyst and you want a tip on the stock market, but you don't want 
him to know. You are just dropping in for a "friendly" visit. 

8. Bill, who is a good friend of yours, drops in to talk witli you while you are on the job. Bill stands at 
your window talking while seven other people are lined up behind him. How would you handle this 
situation? 

"9. A customer wants to buy a $12.75 savings bond. You must explain that he cannot buy a savings 
bond of $12.75 but you can sell him a $18.75 savings bond. He insists that he wants a $12.75 
and that they are sold in that amount. Try to change his mind. 



FINANCE DECISIONS 



Study each of the situations below and decide which financial business should handle the situation. 
CUec^ the correct column and give your reasons on the lines shown. Name at least three careers that 
would be involved in handling each situation. 



BUSINESS AND CONSUMER 
DECISION-MAKING SITUATIONS 


COMMERCIAL 
BANK 


CREDIT 
UNION 


FINANCE 
COMPANY 


CREDIT 
CARD CO. 


SECURITIES 
COMPANY 


1. Dr. Martin is an 

established dentist with 
a salary of $60,000 per 
year. He wants to 
invest $3,000 now and 
about $300 per month for 
long term profits to 
retire. 













REASONS: 



CAREERS: 



2. Dean Bradford is a whole- 
sale specialty salesman 
who travels a great deal. 
His company pays him for 
travel expenses when he 
turns in a form at the 
end of each month. Dean 
doesn't want to have to 
use his cash on hand to 
pay the $300-$400 expenses 
during the month. 



REASONS: 



CAREERS: 
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BUSINESS AND CONSUMER 
DECISION-MAKING SITUATIONS 


COMMERCIAL 
BANK 


CREDIT 
UNION 


FINANCE 
COMPANY 


CREDIT 
CARD CO. 


SECURITIES 
COMPANY 


3. Margo Davis is a senior 
alrhne stewardess for a 
large airline. She has 
been with the company for 
five years and has a good 
credit standing with 
retailers and several 
credit card companies. 
Margo plans to buy a new 
boat, but does not have 
all of the money to pay 
for it. 













REASONS: 



CAREERS: 



4. Tricia Lowell is 18 years 
old and has been working 
for 3 months as a retail 
salesperson. She has not 
bought anything on credit, 
but Tricia wants to buy 
a used car for $500 and 
pay for it during the 
next year. 



REASONS: 



CAREERS: - 

] 



ERIC 



FINANCE PERSONALITIES 

Shown below are fifteen personality characteristics that are frequently used to describe people. Also 
listecl are ten marketif ig careers in the financial services. Select one to three characteristics that you 
feel would be most important for each financial career person to have and put the letter of the 
characteristics in the spaces to the right of the job title. There are no right or wrong answers. 



Personality Characteristics 



A. 


ATTRACTIVE 


F. 


FAIR 


K. 


KIND 


B. 


BRIGHT 


G. 


GORGEOUS 


L. 


LIKEABLE 


C. 


COURTEOUS 


H. 


HONEST 


M. 


MATURE 


D. 


DILIGENT 


1. 


INGENIOUS 


N. 


NATURAL 


E. 


ENTHUSIASTIC 


J. 


JOLLY 


0. 


ORGANIZER 



Marketing Finance Careers 
FLOOR REPRESENTATIVE . 

CREDIT INVESTIGATOR 

LOAN OFFICER . 

CRED'T INTERVIEWER 

SECURITIES BROKER — 

BANK TELLER ■ 

CHARGE AUTHORIZER 

ACCOUNT COLLECTOR ■ 

TRUST OFFICER 

CUSTOMER SERVICE ADVISOR ■■ 



INSURANCE CAREER SCRAMBLE 

Unscramble each of the following letter groups to reveal risk careers in insurance. 

1. LAESSGANET 

2. DEILF PREVERTIESTEAN " 

3. DINENEPDETN NAGTE 

4. SfNRUNACE REBORK 

5- CHANRB GANEMAR 

6. DUNWERTRIRE 

7. LOPCIY REWITR , 

8. KIRS NOCLUSANTT * 

9. RAMEIN ASCPEITSIL [ 

10. CEINSRUAN MEANEXIR 

11. NIURSCEAN F^OCODIRATON , ' 

12. VALSOR GATEN 

13. PILYOC HECRECK , 

14. SMACIL DAJESTUR 

15. BESSNUIS DUATIOR 

16. CILMAS NYALSAT _J [ 

17. MERMIUP LERCK ' 

18. SORLAV REAINTE j 

ii'r-i word AGENT is used <n three of the career titles. 
The word INSiJRANCE is used in three of the career titles. 

The word POLICY is used in two of the career titles. 
The word CLAIMS is used in two of the career titles. 
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INSURANCE CAREER SCRAMBLE— KEY 

Unscramble each of the following letter groups to reveal risk careers in insurance^ 



1 

i . 




OMLV_0 MO C l>i 1 > 


p 




] 

FIFI n R FPRFSFISlTATlVF 


o » 


niNFNFPnFTM MAf^TF 


IMnFPFMnFNT AHFMT 


A 




IN91IRANPF RROKFR 


\j. 


PHANRR riAMFMAR 


RRANPW MAMAfiFR 


u. 


nUMWFQTRIRF 


I IM n FRWPITF R 


7 


1 nPPlY RFWITR 


PHI !PV WRITFR 
rc/LSV-^T vvr\Miir\ 


o . 






Q 


RAMFIM AQPDFITQM 


MARINF *^PFPIAI I9T 


I n 


PFIN^RIIAIVJ MFAMFVIR 


IM9URAMPF FVAMIMFR 


1 1 

X i . 


NIIIR^PFAM RnPnniRATDM 


IN91IRAMPF PnORniNIATOR 


12. 


VALSOR GATEN 


SALVOR AGENT 


13. 


PILYOC HECRECK 


POLICY CHECKER 


14. 


SMACIL DAJESTUR 


CLAIMS ADJUSTER 


15. 


BESSNUIS DUaViOR 


BUSINESS AUDITOR 


16. 


CILMAS NYALSAT 


CLAIMS ANALYST 


17. 


MERMIUP LERCK 


PREMIUM CLERK 


18. 


SORLAV REAINTE 


SALVOR TRAINEE 



CLUES: 

The word AGENT is used in three of the career titles. 
The word INSURANCE is used in three of the career titles. 
The word POLICY is used in two of the career titles. 
The word CLAIMS is used in two of the Crt\reer titles. 



PERSONAL POSSESSIONS PACKAGE 

M \ \w' coiLifTins beiOA. niake a list of your personal pcssessiorrs under the given headings. If there are 
:»ot ef'OUi^n snaces under any headin*^, include those ten items which you value most because of dolla" 
;:-ilue or personal value. 





CLOTHING j y/ 


ACCESSORIES 


/ 


COSMETIC HEALTH AIDS 















— <, 











— ' 

— f 






















1 
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EQUIPMENT 


MUSIC BOOKS ART 




MISCELLANLEOUS 
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INSURANCE CAREERS CLUES 
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Listed belOA ^r^' some clues about ^ numt>er of marketing risk careers iii the field ot insurr^nr Study 
e.ich set ot clueb .^nd see :t you can guess which insurance occupation is identjfted. A list of possible 
insur.ince careers is fourid' below to help you iri your investigation. 



Insurance Career Titles 



Preniium Rate Clerk 
Branch Manager 
Salvor Agent 
Broker 
Examiner 

Field Representative 
Policy Checker 
Actuary 

Insurance Collector 



Policy Writer 
Insurance Coordinator 
Claims Analyst 
Claims Adjuster 
Estate Planner 
Independent Agent 
Sales Ageint 
CtiSderwriter 
Estate Planner 



'^luei For Insurance Careers 



CLUES: This insura ice ni..n: 

1. Purchases insurance / overage to'- a c'lerit 

to i^ei best rrotect'on 
2 Ac^s as jrNac;e'it for the cln-nt tn cjealiru^, 

Aith n^.^iny irisu''ar^ce c.ornpanK^s to cbtjin 

best rov'*'"»r;i^^e 
3. P^^rforrns usual duties of >i soies a^'ent in 

deter-Ti'T'iinj;; Ciistonif^r s r.'-e:!:^ an-.l *;^Kp- 

laming policies 

CAREER 1 



CLUES: This insurance settler ^ . 

1. Investigates policy claims for losses or 
damages 

2. Talks or.wntes to person making the claim 
and witnesses - 

3. Consults hospital^-and inspects damaged 
' * property to figure loss 

4. F^epares final accident or loss reports and 
makes a settlement Aith the claim.^jnt, i^ 
possiWe 

CAREER - 



CiUt'S: As an msurance boss, he: 

1 . Supervises all company personnel within a 
district or region _ 

2 Coordinates all selling,, pnhcy processing 
jnd collect. ons. and claims activities m 
hiS area 

3 Provides information to company execu- 
tives for manap,*^ni.?nt considerations and 
decisions 

CAREER ■ 



CLUES: this jnsurance researcher: 



1 Works for life and health insprance com- 
panies home offices 

2. Is responsible for tt^e prompt payment of 
insurance benefits 

3. Checks medi'hal bilts^and lost ir^come to- 
tals on health claims - , 

4. Verifies death claims ori life insurance 
policies 

5. Gives d^ita to claims adjuster 



CAREER. 



f— - — 

CLUES As a home orfice worker, fie: 

1. Verifies acruracy of insurance records * 

2 Compares computations on premium 
paid, interest, and dividends 

3. Verities data on applications and policies, 
such as age, naiTie and address, principal 
sums, and value ot property 

4. Prootreads printed material concerning 
insurance programs 

.0. Verities computations on interest ac- 
crued, premiums duer and settlement sur 
•-ender or loan values, u^mf! calculating 
^machine 

5. Verities a^ccuracy ot data puncned on 
tabulating cards using ventytng machine 

7. May tram new employees 
CAREER 


CLUES: This insurance businessman: 

!. Sells insurance to clients,' acting a.s a 
company agent 

2. Often represents more than one insurance 
COrTipany 

3. Recommends amount and type of cover- 
age based on analysis of prospect's cir- 
cumstances 

4 Compiles lists of prospective chents to 
provide leads most likely to produce addi- 
bor.al b^.tsmess 

'5. Contacts prospects to persuade them to 
puiXhase policy i 

6 Explains features of poficies offered 

- 7 * Calculates rates to be applied to'poljcy for 
each prospect using rate books 

CAREER... 






CLUES: Tfi.s insurance man; 

1. Sells insurance to new and present clients 
as a company employee 

2. Recommends amount and type ot cover- 
age based on analysis ot prospect's cir- 
cumstances^ „ 

3. Compiles lists ot prospective chents to 
provide leads most likely to produce addi- 
tional business .^j- 

4. Contacts prospects to persuade them to 
purchase policy * 

5. Explains features of policies offered 

6. Calculates rates to be applied to policy for 
each prospe-^ using rate books 

7. May collect weekly^ or monthly premium 
from policyhcrkJers and keep rt^cord of . 
payment 

CAREER ^ • • ' 


CLUES:^s an insurance supervisor, 
he: , 

1. is assignee to a specific territory 

' 2. Makes regular calls on each agent in his 
territory who handles his company's in- 
surance 

3. Instructs the agents about new types of 
insurance and changes m old types 

4. Helps agents fmd new business and as - 
sists them I'n en/mining their clients' in- 
surance programstomake sure the clients 
have the right kind of coverage m suffi- 
cient amounts 

■ 5. Encour<!iges agents to conduct vigorous 
sales campaigns 

6, Cor>ductSMn-service educational programs 
in^which agents are instructed about de- 
• ^ veJopments in in*surance and sales' 
methods 

CAREER 

1 : '■ -i J 



CLUES: This insurance analyst: 

1. Reviews assets and liabilities of an estate 
to determine that insurance is for finan- 
cial protection of estate 

2- Studies legal instruments, such as wilis, 
trusts, business agreements, life insur- 
ance policies, and government benefits to 
estimate value and expenses of estate 

3. Computes expenses, taxes, and debts to 
determtne value of adjjosted gross estate 

Prepares and dfscusses insurance pro- 
gram ;Mth client that will provide max- 
imum financial security for family and pro- 
tect investments 

5. Suggests purchase of additional or new 
life insurance when analysis of estate in- 
dicates ne^d for meeting cash demands at 
death 

6, Discusses legal instruments with fami'y 
attorney if study ncicates need for 
change 

CAREER 



ClwES.; The -nsurance nan: 

1. Receives "nfcrmation concerning dam- 
aged Drcpe't; from the c'a'ms adjuster 

2. inspects the darnac^rij r^'ej^chandise ;yhich 
ccmcary has acc^^ed from a settled 
claim 

3. Cor.tacts dealers *or the sa*e c diSDosal of 
the damaged goods known 3S salvage 

CAREER ^ . 



CLUES: This insurance professional: 

1. Reviews ind!vidu3i i^pp^ications for insur- 
ance to evaluate degree of risk involved 
and accepts applications, following 
company's underwriting policies 

2, Examines such documents as application 
form, inspection report, insurance maps, 
and medical reports to determine degree 
of risk from such factors as applicant's 
financial standing, age, occupation, acci- 
dent experience, and value and condition 
of real property 

3- Reviews company records to ascertain 
amount of insurance in force on single risk 
or group of clcsely related risks, and 
evaluates possibility of losses due to 
catastrophe or excessive insurance 

4. Declines risks which are too excessive to 
obligate company 



Dictates correspondence for field rep- 
resentatives, rnedical personnel, and 
other insurance or inspection companies 
to obtain further information. Quote rates, 
or explain company's underwriting 
policies 



j. When risk is excessive, authorizes rein- 
surance, or when risk is substandard, 
irrits company's obligation by decreasing 
value of policy, specifying applicable en- 
dorsements, or applying rating to insure 
-safe and profitable distribution of risks, 
using rate books, tables, code twoks, and 
other reference material 

CAREER 



EKLC 



CLUES: This government employee: 

1. Evaluates policyholder complamts and 
coptorniity of insurance companies and 
agents ^vith standards of State regulatory 
commission to recommend punitive ac- 
tion and authorize insurance or revocation 
ot licenses 

2. Reviews records and documents submit-^ 
ted by msurance companies, field inves- 
tigators, and complaining parties to de- 
termine compliance with prescribed stan- 
dards 

3. interviews complainants and company - 
representatives to determine valid'ty of 
complaints 

4. Recommends initial or additional inves- 
tigation where evidence of fraud, misrep- 
res-entation. over-charging, or other ir- 
regui-arities exist 

5 Rcvie»vs commission files to verify ac- 
creditation o: companies and agents 

6 Recommerds ^ega' cr administrative ac- 
tion for rregu^anttes uncovered by inves- 
tigatton * 

Authorises license issuance, renews.!, cr 
suspens;on of Tiompanies and agents on 
ba5:> of "^^ndings 
5- Vav aud t records and accounts o^ com- 
oan es an:! agents to determine com- 
pliance' 'with o-escribed acco^jnting pro- 
cedures 

CAREER 


CLUES: This insurance author; 

L Receives approved insurance risk'infor- 
mation from underwriter 

2. Consults various policy formats and 
coverages " • 

3. Applies information gathered to prepare 
the insurance policy 

CARFFR 


CLUES: This businessman: 

1. Works f ora business or industry other than 

all uijuraiicc CUiMpdriy 

2. Secures personal insurance coverage for 
company personnel 

3. Obtains business insurance coverage for 
the company property ana personnel 
Serves as a liaison between the business 
anz the insurance company for claims, 
premiums, etc. 

CAREER 


CLUES: T:*^iS insurance mathematician: 

1- Determines mortality, accident, sickness 
disability, and retirement rates 

2. Constructs probability tables regarding 
fire, natural disasters, and unemployment 
based on analysis of statistical data and 
other pertinent information 

3. Designs insurance and pension plans and 
calculates premiums 

4. Ascertains premium rates required and- 
cash reserves and liabilities necessary to 
ensure payment of future benefits 

5. Determines equitable basis for distribut- 
ing surplus earnings under' particioating 
insurance and annuity contracts in mutuat 
companies 

CAREER 


CliL'fS: This insurance person: 

1. Obtains new oolicy from company policy 
writer 

2. Reviews policy *or limits and types of 
coverage 

3- Consuits rate tables to dete'^mi-^e p'^e- 



CL 


UES: This comrnunicato'': 


CLUES: This insurance man: 




Recruits independent insurance salesmen 




Notifies customers of delinquent ac- 




;n t;eld and rTiaintams contact between 




counts and attempts to secure payment. 




tne^T^ and hor'ne office 




using postal service or telephone 




c^irijp.-t-c, iTT^u'^^nc^ <^aJpsmpn considprinp 


2. 


Has delinquent account removed from file 




thpir «3 V oo'' ipnr p* wtth nthpr 'n^ur^nrp 










3. 


Selects prescribed form letter and has it 




co^'iDanv's 'nsurance 


r 


mailed to customer 




Dra^'ts contract betA'een agent and com- 


4. 


Repeats process, using different forms if 




::any 




reply is not received within specified time 




'Advises agent cn matters pertaining to 




Calls customer on t'^iephone or pays a per- 




conduct of bus.ness. such as cancella- 




sonal visit in attempt to secure payment 




tions, overdue accounts, and new busi-. 








ness D'^ospects 


5. 


Drafts statements for credit department if 








custj.nei ^ to respond 














Orders cancellation of policy 




UES: This insurance spectalist: 


S- 


\^ay sort, read, and answer correspon- 








dence 




Re-. ?e%vs assets and liabi:.. es of ar* estate 








to deter^nme that insurance :s for finan- 


9 


Way. receive oayment and post amount 




cral D^ctection of estate 




paid to customer's account 




Studies legal instruments, such as wills. 








trjsts. business agreements, lite insur- 






ance DC-'icies and government benefits to 








rSti r^te t.a'ue end expenses of estate 








Cc^^Dutes evDenses, taxes, and debts to 








determine va'ue ct adjusted gross estate 








F'fpares and discusses insurance oro- 








sirar-. ,Mth C'lent that 'Ai'i provide rn^ax- 








:--^um financial security for fam:iy and pro- 








tect iTwestments 








Suggests Di^rchase of additional or rreA 








'•*e ;nsLi''aPce 'Ahen anaivsis of estate m- 








c:-c.?tes neeo ""o^ meeting cash dem3n::sat 






p. 


r scusses 'rga; snstrurT'e'^ts .vtn famiiy 








:i:tc^-^ev -f stadv indicates need *or 








change 






c 
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ERIC 



QUIZ SHOW 
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GAME ACTIVITY 
{LARGE GROUP) 

Based on "Holly-wood Squares" TV Shov»* 
5 — Panelists representing each square 
2 —Contestants (x anc! o) to start 
1 — Moderator 

1 — Storekeeper 

2 — ^Judges " 

3 — Authorities (make up questions) 

— — Additional contestants (remaining students} 

— — All students submit 10 questions each 

DIRECTIONS: 

1. Each panelist represents one of the nine squares. 

2. Authorities prepare final copies of questions and answers. 

3. Judges and moderator receive copies of the questions and ans^\'ers. 

4. Two contestants are selected to represent x and a 

, 5. Game is begun by flipping a coin to determine vwhich contestant receives the first q jest ion. Each 
"'■^cceeding game is begun by the winner of the previous game, 

5. Moderator asks the contestant which panelist ireoresenting a square) he wants to answer the 
question. Moderator reads the question to the designated panelist who responds Aith an answer. 
The contestant must then decide whether or not the panelist has g ven a correct answer. If the 
contestant is correct rn agreeing or disagreeing, he receives his "x" or "o" in the appropriate 
square. 

7. !f the contestant is incorrect in evaluating his selected panelist's answer, his oppor^ent earns the 
square. The third "x" or "o" however, must be earned by a contestant to win the gams and not by 
an incorrect answer of his opponent. 

8. A contestant wins a game by securing three "^x's" or *^o's" in a '^cw. across. do*An. or diagonally or 
five ^*x's'* or "o's" if three in a row cannot be obtained, 

9. The winner continues another game. The Icser is replaced by new ccrtestant. 
"Developed by and reprinted with the pemissicn of Barbara J. W»lkie. 




INSURANCE 

Arthur Grover. Personnel Director of All Amerfcan Insurance Company, has just b'een notified that he 
may distribute Christmas bonuses to employees in the home office and two nearby offices. He has 
been told to reward them according to their importance to the company. All personnel, whether 
salaried or independent, in the same job classification will receive the same bonus. 

Mr. Grover can allocate the followmg amounts to these numbers of positions: 

1 position $100 2 positions ^ $75 2 positions - $60 3 positions ^ $60 

3 positions $35 3 positions - $25 2 positions $15 1 position --' $10 

if you *vere M?. Grover. what Christmas bcnusaniount woula you give each of the fonowmg insurance 
Derscnnei accorc'ng to their importance to the company. 

ZhRlSTVAS, SQ\US A\'OU^T RISK CAREER TITLE OF INSURANCE CO-.^PANY PERSONNEL 

1. Branch Office Manage- 

2". " Home Office Saies Agents 

3. fndepertaent Insurance Agents 

: ^. Ipsuranc^i Brokers 

5. j-idustrial insura^.ce Coofdinator ' - 

5. Business Consu'tart for Insurance 

7. Varine insurance Specta-ist 

5. Ho^e Office ljnderivr;ters 

9. F;eid Representative 

ID- 53- -'C Agent 



POLICIES FOR PROTECTION 
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As have discussed before, insurance provides us with protection against financial losses. 
Policies are issued tor five major kinds of insurance: life, health, social, property, and liability. Not all 
individuals or businesses need all kinds of insurance or certain kinds all of the time. The amount uf 
insurance needed ;vi!i vary too. 

Life Insurance 

L«fe insurance may be taKen out by individuals or businesses. Businesses may ho'd a policy on a 
valuable employee or an oAner. If the person should die. it would affect the busmess* operation. In 
some cases the money from a poUcy may be used to buy the owner's share of a business from his heirs, 

individuals may purchase iife msurance as a member of a group or individually. As a group 
member, of course, the person may secure coverage for a smaller premium. Some people purchase an 
enaowment policy. This includes a savings clan for the person insured. If he iives for the number of 
years stated »m the policy, he w;!! coHect the m.oney, if he 3hcu'd die before the time period is up. his 
be^^ef'Ctary a- !! collect the money. 

An 3rnuit> is a 'or*^ of life insLrance v\h:ch prcwMj^s j retirement income for the policy holder. He 
regularly invests a ce'-t.im -.cL'^t monev'^o'^a guaranteed mcome A-hen he retires beginning at a 

Health insurance 

^^cst z>eoc-e ca^nr: 5**0^:; tc as^^'^e tr^e risV cf health care expenses. They m.ay r^urchase 
^csD tai 'nsu'^a:^ce tc.take ca^e o* '■ocm cra^^es. surg-caJ coverage tor dortor's fees, and mectca! 
■rs^rance *or treatment, tests, -^rz ::iru55. A majority of Decp*e wi!! buy al* these in one package such 
as 5^ue Crcss-3!ue Sh-e -d. 

3as?c :>c'-cies usua;:- cn'v co. e'- e«p-enses up to SI.OCHI) — S1.50G, For large e)ipenses of medical 
zu-s S*,CCC— S20-000. many cecD e .*.-!■' Durchase a major medical poHcy to cover hosoital, surgical. 
anz '^edrca' 3"..pense- Some fo-^s .vant to be covered for toss of income while they are sick and obta-.n 
salary c-rotect:On \r)si:r^nce. 

Social Insurance 

Seme kinds cf insurance an emp-cyer must carry, no matter what his ooinio"^ is regarding the 
desirability of such nsurance. ^"^ese are required by law and apply to large groups in our soc?eiv: 
herce, t^eyar^ known as socia' ins'irance. These forms of insurance protect the worker from various 
hazards of life comm-on in an industrial society. 

At the present time, a-most every empio^' must insure his workers against accidents by paymg 
Ac^kmen's Compensation Insurance. He must contribute to the Social Security fund and h-? must 
ma-i.e payments un^der the D-sabi^^ty Bene";ts Law. Pernaps. at some future time. p3yme:;ts for 
med'CaT insurance w^i! also become an obligation of the employer. 

Under the Workmen's Comcensat cn Act. a lAO'ker who is injured whi^e at work is entitled to 
med'Ca': expenses, a proc-c^rc-n c* h:s sat3r> *or a certain period, and a ?umo sum for various 
Derm.a-^ent mj;."'*es- The emrpio^" c* a m. r/rr-;^r-~ r-umber cf workers is requ'^ed to have com.pensation 
msurance: ti^e em.pio>er cf feA-er tnar tnose ^s required to carry it only if the %vork is !isted as 
hazardous. 

Emp'cye"^s who are -ot rec^i^ed to carry the ms-:ranoe :n5y do so vo^Ljntariiy, and this may often 
be 3d. sab'e. Even :f ycu a^e net requred «^o ca^ry the': "^su^ance. you are respcnsib'^e tmanctaHy ?f your 
emc'cyee :s •njured. anc so the msurance .v:li be a p-otectTon against ^^nar^zia} 'ess, Thelnsu^nce 
rate ceeends en the nature ane hara^e of the job and va^^es from bus ness to businees. 



Tfie Scc»ai Security Act, or?gina!fy passed m 1935, has been amended many times. At the present 
the four ba'>\c types of benefits are the o^d age, survivors, disability, and health in^.u-ance pians. The 
federal soc»a! snsurance is paid by both the employer and e-nployee. The employer must pay a tax fof 
each employee. The employee must pay an equal amount. Ahich is deducted from his wages by the 
employer. The employer makes the actual payments both for himself and for his workers, Self- 
e^^'ipioyed persons are nov\ required to make payments and they receive sociai security benefits when 
f^e* 'each the reqii-red a^ie (required age is now 62 or 65, dependmg on circumstances). The only 
majO" groups no: covered at o^esent by Social Security are federal civil servtce employees and railroad 
empiovees. 

Another t>pe employee Denefit the emplover is responsible for »s unemployment insurance, 
"'^is ;:3^t 0" the benefit program isoperated by the mdividual states. For example. Ne^v York State, the 
amount payment vanes slightly according to the size of the business and the number of employees 
leaving t-'e business A^th:?! a given period, but Jt win be about three percent of the employee's wages 
up to $3000.00. The em.ployer pays the entire amount. 

The federal insurance benefits are supplemented m most states by state plans. Many states have 
their OA n benefits for the unem.ployed, aged and disabled. For example, many states like Flortda. have 
thesr own disability benefits acts, with the Workmen's Compensation Board administering the pro- 
grams. 

Property Insurance 

Businesses and ind'viduals i-btarn insurance to cover damage to property and rjlated financial 
losses. Some businesses buy a standard fire policy but most carry an extended coverage policy to 
guard agamst many riSks. Vany also carry business interruption protection to cover lost income when 
a business* usua- operation is affected because the budding, equipment, and or mventory have been 
ds'v.aged by an msured rjsk. such as fire. 

Individua's may purchase a variety of property nsu'-ance Dolicies, The most commonly-carried 
QO-.'^aes are home, car, and marine. H:>me insurance policies m.ay be obtained for individually owned 
house, condommfum or cooperattve'y-owned units, mobi'e homes, or rental units. Rental pohciesonly 
cover the renter's personal belongmgs. The ow.ner m.jst !nsu"e the building, 

Automobi-e coverages can be obtained for your Z3' if you are in an accident or if your car is 
damaged by a hit-and-run driver, an uninsured motorist, a- vanda'tsm. Ssmiiar coverage can be 
cotamed for other m-otor vehicles, such as trucks and mctorcyc'es- As the name imo'-ies marine 
co-^e^age may be purchased tor v,a:e" vessels, nc'ud.^g sa^boats. runabouts, and yachts. 

Liability Insurance 

A; -.s a^ duaisa'^d bus '^esse^. *3ce a * s^*: that .ve ^:!; be 'e soon sio'e for anothe" person's 



Insurance Terms 

ECONOMIC RISK— a '"■ 'r/ce of losing the money value of something or someone. 

INSURANCE -yoiir rotr-:^tron against losses: a means of sKarmg risk. 

POLICY — contract between you and insurance company explainmg what ts covered 

POLlCYHOLDER~one who carries insurance. 

PREMIUM— the amount vcu pay for your insurance. 

COVERAGE— item prcv;ded 'or m contract to be protected. 

^OSS— amc-urt you c f? m to nave lost O' SLiffei'ed. 

CLAI.M— ^egal rignt to recover against the other party (or insurance company) for 'ossesVou suffer. 
5E\E^;C1ARY— s the one ^aT)ed3n the potfcv to receive the insurance benefits. 
PERSONAL PROPERTY -^proce-ty rc: attached to land. 
o;VENTOR^— 3 ust gooes showing their estimated value. 

CRED^T lNSURA\CE~-;nsLirance that pays the balance due on a debt if the insured dies or fails to 

P5>. 

GROUP INSURANCE — msurance issued tc members of a g^oup as a unit. 

SALARY "ROTECTlCN—irsurance that provides payments to he'p replace income lost through 
d^sabriity. 

ESTATE PLANNING — an overall. !ong-term consideration of one's financial condition and future. 

UNEMPLOYMENT INSUR-NCE^-o.surarxethat c^ovidescash oavments for a limited time to people 
wro are out of jobs. 

■CLC A3E, SURVIVORS. DiS-SlLITY AND HEALTH f NSUR^NCE^is r.c-.em^ent insurance previa- 
^ mg. BT^ong other benefits, ''or oayments to ''eti'?d .vo^kers and rher f.-^ r.-: '^es. Vjnv timesreferred to 
s:m:DJy as socia' security. 

"ACRKMEN'S CCMPENSAT:CN — rsur^n:e that Droiects A-Mr>;ers "^c-^' ecom-mic Joss when m-ured 
while on the job. 

SOCIAL INSURANCE — 'nsu^ance s *cn as social secuTitTy. '.•.c-r^sr-e:^ i- ^.ompensation. and unemp:^oy- 
^ent insurance^. ^ 

SOCIAL SECURITY TAXZS — ccnt-iout^ons that bjr 'aw a-e required ^^om empfcyers s-^d workers tc 
f marce the soci-a! security 3 rog^-am (F.LC.A.;. 

L'FE INSURANCE— i-^sjrance on a ce'scn's life fo'' death, retirement, and savings. 



ENDOWMENT LIFE INSURANCE— type of insurance that provides a funa of money for the insured 
himself at the end of ;a definite period, 

INSURABLE INTEREST—^ financial interest or other benefit derived from the continued life af a 
oerscn. 

PROPCRTY INSURANCE— protects your property against physical losses, 

HOMEOWNERS POLICY — a packaged policy cov^Ting a wide range of risk for owners of homes. 

STANDARD FIRE POLICY —a Pasic type of property insurance that protectsagainst damage to a home 
caused by fire and lightning, 

EXTENDEDCOVERAGE--an addition to the standard fire poficy which insures against losses resulting 
^ron such perils as windstorms, hail, explosions, and riot and from damage caused by vehicles or 
falling aircraft- . 

DEDUCTIBLE CLAUSE->a part of a poiicy tnac savs you ag. ee to pay the first $50.00—^100,00 of the 
:iamages or loss. 

=^UB:.iC LIABILITY INSURANCE— protection lav cta^.n^by persons injured on a business property, 

PRODUCT LiABlLITY INSU RAIN CE"— coverage a^a<n%X claims for injuries caused by a product pro- 
cuced or sold by a business. 

PRCFESSiONAL LIABILITY INSURANCE— protection for suits made by a clier.t concerning services 
rendered. 
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MATCHING 



Match the type of insurance in Column I! with the situation it covers in Column I. 
Column I 



Co/umn II 



. 1. You have a tornado and some of your inventory is 
destroyed. 

. 2. A customer of yours is injured by a failing display 
fixture. 

. 3. A group of customers do not pay their charge 
accounts. 

. 4. You have to close your service station because of 
a fire 

.5. . customer's child is sick from a sandwich you 
sold her. 

. 6- Vol accidentally injure someone vi'hen you hit a 
golf ball on the golf course. 

. 7. Your new car is damaged by a hit and run driver. 

. 8. You loso twt) month's pay while you are sick. 

. 9. After you turn 65, you retire,from working in a 
w^^rehouse. 

. 10, Your medical bills total S5.000 from vour illness. 



a. p»ersonal liability 

b. pVofessional liability 

c. public liability 
d- product liability 

e. business interruption 

f. extended coverage 
g- salary protection 

h. major medical 

i. social security ' 

j."' automobile insurance 



Fill in the Blank 



3 law C5j;t by an insured customer- 



insurance coverage helps protect the store owner or manager from 



2- A, 



is pa;d w'hen the insurance is purchased and on a periodic bas;s. 



3. Wh-^- -,c :red oe'-son suffers a loss, he wiH fre a 



co.-erai^ .r^. se-igth cf the coverage. 



tellb the description of the terms of t^se ^nsu^ance 



r. e oa;'pciC :^r.ce tc- p^tect the policv o.vner from . 



• s the representative cf the insurance company a ho handles 
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7. The 



is a person who works for the insurance company who determines 



the insurance rates. 



8. 



insurance would protect a mote! from Joss if a guest should fall and break 



hl«^ leg in the lobby. 



9. 



insurance would protect a cafe' from loss if an employee cut himself 



while working in the kitchen. 



10. 



insurance would protect a hotel from loss if a burglar- broke into the wall 



safe and sio^e S500 in cash. 



INSURANCE CASE STUDY 



Jonn Jone^ :S a motel owner. Mr. Jones* motel is located ;na sea shord resort community that has a 
\er\ busy S'jmr^er business. Located near the community is the local high school. Each summer the 

s:hoO' students flock to the public beach that is located next to Mr. Jones' motel. 

!r, the past. V-.r, Jones* guests have stayed at his motel because of its quiet atmosphere. This 
5^'T~,--ier tne stt;dents have made a great deal cf noise, more so than in the past. Mr. Jones motel 
^.-ests r^ave been comolainmg about the noise and disturbance, aiso a group of vandals broke all the 
CwCHiC "^L-rniture that Deiopgs to the motel. 

Questions for discussion: _ ^ 

1. A'.^^at coverage does Mr. Jones have protect his guests from disturbances? 

2. 'Anat other damages will Mr. Jones' insurance pay for if any? 

3- What other situations may be covered by Mr. Jones* insurance? 
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INSURANCE INDICATIONS 

Indicate-along the line with an "X'^iii^^^w you feel about each of^he statements below. Explain your 
reasoning belpw each statement. 

1 I 1 _H 1 

Right-On ^ Ripoff 

Automobile insurance shou'sd be required in all states for everyone. 





1 


-. \ 


1 


} 


1 



Yea. Man No Way 

it !S more important to havo !ife insurance for a father than a mother. 



^ I 1 : \ 1- 1 

Yoj Bet No Dice 

Everyone si^ou'd have ma:cr medtcai insurance for large hesUh expense bills. 



1 

Trouble 



- i rTTDlr.r'S shcu'^i '^a.e to cortrit:^te to t'^e ■A-o'*'^^e'^"s compensation fv^^d. 



Negative 



2^7 



Choose an .nsuiance career titte that you believe would best match the personality descriptions: 



WORKiNG AS 



IS A GOOD JOB FOR A PERSON WHO: 



BUT NOT FOR ONE WHO: 



CAN COORDINATE ACTIVITIES 
BETWEEN TWO GROUPS: HE MUST 
BE PATIENT WITH PEOPLE, SINCE 
HE WILL INTERVIEW PEOPLE WITH 
COMPLAINTS AND REPRESENTATIVES 
OF COMPANIES TO DETERMINE WHAT 
TO DO WITH COMPLAINTS. 



WHO CANNOT WORK WITHOUT 
SUPERVISION: IS UNORGANI- 
ZED: WHO ENJOYS SITTING 
AT HIS DESK ALL DAY. 



WHO CAN RELATE DETAILS: A 
PERSON WHO CAN PERSUADE OTHER 
PEOPLE. 



LIKES TO BE HIS OWN BOSS: 
ENJOYS MEETING NEW PEOPLE.. 
CAN GET STARTED BY HIMSELF; 
IS WILLING TO WORK LONG HOURS. 



WHO DOES NOT LIKE PEOPLE: 
WHO CANNOT WORK ALONE. 



WANTS TO KNOW JUST WHAT 
HIS SALARY WILL BE: LIKES 
TO WORK IN AN OFFICE: 
NEEDS THE SECURITY OF A 
DEFINITE SALARY. 



HAS SPECIAL SKILL AND ABILITY 
i\ rylATHEMATiCS: IS WILLING TO 
T.ORK INSIDE AN OFFICE. 



LACKS SELF-CONFIDENCE: 
CANNOT EXPRESS HIMSELF 
WELL: HAS A SHORT TERM 
OUTLOOK. - 



LiKES DETAIL: HAS PATIENCE: 
CAN RELATE DlFFERE^T PIECES 
OF KNOWLEiDGE- 



HATES TO BE TIED TO A 
DESK: WOULD RATHER WORK 
WITH PEOPLE THAN WITH 
FACTS. 
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n:SllRANCE INVESTiGATIONS 

I 

Match the foliowing terms and descriptions: 



A. Premium ' 

B. Endowment Life Insurance 

C. Persof'ial Liability 

D. Workmen's Compensation 

E. Beneficiary 

F. Insurance 



G. Social Security 

H. Deductible Clause 
I. Policy 

•J. Insured 

K. Property Damage Liability 

L. Salary Protection 
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1. The amount paid for insurance. 

2. A common means of sharing risk, 

3. A contract between one who buys insurance and the insurance company. 

4. Protection from claims resulting from injuries or death to others. 

5. Means you agree to pay the first $50.00-$100.00 of damages. 

6. Economic protection for you when your car damages the property of others. 

7. Person(s) covered by an insurance policy. 



8. Type of insurance that provide 
himself at the end of a defmu 



nsurance and a fund of moneyior the insured 
od. \ 



9. Insurance that protects workf -om economic loss when injured on the job. 

10. Government insurance providing, among other benefits, for payments to retired 
workers and their families. 

11. The one named :n the policy to receive the insurance ben-^fits. 

12. Covers^loss of mcome for periods of illness or injury when insured cannot work. 
Find the job that fits this description: 

1. This person notifies customers of delinquent accounts and attempts to secure 
payment, using postal service or telephone. 



?. Sells insurance to new and presen* clients. 



5. He decides how to invest the 

available to pay beneficiaries 

A. Insurance Actuary 

B. Collection Clerk 

C. Investment Analysts 



company's premium nioney so there will be funds 
when policies cor.ie due. 

D. Claims Adjuster 

E. Insurance Agent anc? Salesman 

F. Underwriter 



Name the insurance coverage needed in th< situations: 



1. Fire destroys b»?ilding 

2. Guest dies on visit to mote^ 

3. A guest t^ars suit on your faulty door catch.. 

4. Burglar steals all your Sih sr 



5. Wind bic > out yo jr sliding glass door windows 

6. Guest in motel commits suicide while diving into drained pool. 



7. Waiter drops six plates of hot food on seated restaurant guest. 



8. Jelly-fish stings guest on nnotel beach., 

9. Roof collapses on your house 

10. Employee cuts himself in kitchen 



Identify the job title that you think would best suit the personality described below: 

Insurance Agent . Collection Clerk 

Claims Adjuster Policy Checker - 

Underwriter Insurance Actuary 

Insurance Examiner* Insurance Checker 

Field Representative Insurance Broker 

1. I v^ant to'be my own boss. I don't mind working odd hours because I have no trouble getting 
started. I realize my salary may not be the same every month, but my salary will increase i. ' * get 
more 'customers. Who am I? 

2. I am an analyst, a forecaster and a planner. I have a college education with a strong background in 
math. I'^r'eally like working alone and do enjoy making decisions. Who am I? 



3. I am a person who is very patient. I listen to complaints from customers and interview representa- 
tive'j of Companies to determine what to do with these complaints. Who am I? 

4. I like my job. It is full of action — I hurry to the scene of accidents, fires and other disasters 
involving policy holders. I must be tactful and patient and show good judgment in dealing with 
many kinds of people in different situations. Who am "? 



5. 



I am a reel student. I am a college graduate with a strong background in marketing. I am a person 

\A/hn liUpQ tn QtiiHv/ hi iQinpQQ trpnHQ rnnQtriirtinn rnct tr;^nQnnrt;*tinn Qx/QfpmQ Artr1 nth^r f;^rtnrQ 



Insurance Case Studies 

Mr. Jones'is a distributorof plastic goods. His warehouse is located in a local industrial park. He 
carries .in extended coverage insurance policy. He has seventeen empioyees. They have a group 
'T^ediC(3it and accident insurance plan. Mr. Jones pays one-half and each member pays one-half of the 
prefTiium. Mr. Jones also makes a salaiy protection policy available to his emplpyees. 

I . One of Mr Jones employees was burned with hot plastic trying to put out a small fire. What type or 
types of in^Ajrance might be used in this situation? 



igf..iiin^: hit-Mr. Jone^;- )uilding. Wliat insurance would o^)y damages? 



3 Jirn Johnson, an einployee of Mr, Jones, went on vacation last week. On his way home he had an 
automobile accident. Which insurance will cover his hospital and doctor bills? Is ^here any other 
insurance he might use during the time he is off work? 



4. Make a list on msurance services that Mr, Jones may need in operating this business. 



Bruce Duston is a local property owner in this city. Mr. Duston has a three bedf com home with 
large pool fenced \n his back yard. Mr. Duston has two small children. He works for a large insurance 
firm in town and makes $50,000 a year. His wifedoes not work and has no training to be able to work. 
Mr. Duston owns two cars; one which he uses for busmess and the other one is a family car. 

QUESTION: Suggest five types of insurance that will be the most important for Mr. Duston to have. 
Explam why you think so. 



TRANSPORTATION TRAITS 




ERIC 



TRANSPORTATION PROBE 
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Listed below, you wjII find forty careers in transportation. Each has been placed under the method of 
transportation in which it can be found. Thirty-six of these are hidden in the transportation puzzle on 
the next page. When you find them, circle the complete career titie. Clue: there are 16 careers across, 
14 careers down, and 6 careers diagonally. 



Atrlines 

Airline Stewardess 
Flight Control Specialist 
Crew Scheduler 
Ramp Attendant 
Cargo Agent 
Reservationist 
Ticket Agent 
Schedules Analyst 



Transportation Careers and Methods 
Highways 
Routeman 
Dispatch Clerk 
Rate Clerk 
Bus Tracer 
Claims Advisor 
Df (ver 

Limousine Router 
Operations Director 



Railroads 
Conductor 
Stationmaster 
Porter 
Callboy 
Scaler 
, Motorman 
Brakeman 
Yardmaster 



Waterways 
Traffic Checker 
Longshoreman 
Dock Boss 
Importing Clerk 
Purser 
Steward 
Freight Handler 
^Export Manager 



Ptpeitne 

Water Dispatcher 
Dealer Recruiter 
Watermaster 
Meter Reader 
Gager 

Field Supervisor 
Services Assistant 
Pumping Station Operator 



DEALERRE 
I P W Q H C V B 
STEWARDO 
PTYZX CVB 
ASASFFEB 
TQRT LWER 
C H D J I E W A 
H EMQGOWE 
CWAQHCNX 
LSSETRTM 
EA TSCRTM 
R W E A 0 K L J 
KWRENN TW 
ERMETERR 
W Q X C R E R T 
CARGOAGE 
AEWQLERT 
LONG SHOR 
LWEYPLIEX 
BOPAESDF 
OWERCTYP 
, Y C L A I MSA 
RWECANMC 
W Q E C L I MP 
F F ft F I r, H T 



TRANSPORTATION PROB 

C TECLERKF 

0 SDAFGLKT 
NUEFGHILR 
D I T ! H G M E A 
U REEGCOVF 
CASLMDSFF 
T S E D R A I G I 
OONSMNNNC' 
R I J U F D E D C 
WKLP l-ORDH 
A KHEO lOPE 
K JKRLRUKC 
E DJVKLTMK 
E A S I F J E E E 
RNISTXRZR 
N NDOCKBOS 
Y FGRHKLHJ 
E W Q S I D J K L 
P ROWEVRTY 
G VBBNMEQE 
OLKRJ HFRD 
DJKRAGHKC 
X E R T U K I P I 
0-KXYZAEBC 
H n F F r, H I M I 



ARUITERKRA 
I ETYUIOPWO 
R WQE FGHPVP 
L NMBHJKULU 
I ST RACEROM 
N TYGUIOSPP 
E ERMASTERI 
S TDSAGRRIN 
T ZCVSGENMG 
E ERTCGHRJS 
W. ANEAERJKT 
A SSDLFAGHA 
R RTSEEMAST 
D ADERHPWE I 
EESERV ATIO 
S TWARTTWEN 
SUIOPATSDO 
MMANPEESEP 
U ORTMANAGE 
MHJKLZDXCR 
0 lURTEAWQA 
T V I SORNAST 
0 VGHRTTASO 
RRTINGCLER 
MANDl FRARC 



TRANSPORTATION PROBE— KEY 




ERIC 



TRANSPORTATION THROUGH THE CHANNELS 
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Seiect anyone of the following products and p 
would be used to get the product from a proc 
retailer to the consumer. 

Records or Tapes 

National Magazines 

Automobiles or Trucks 

Fuller Brush Items 

Brazil Coffee 

Clothmg Accessories 



repare a chart showing the kinds of transportation that 
lucer to a wholesaler, a wholesaler to a retailer, and a 

Frozen Orange Juice 
Cosmetics/Beauty Aids 
Gasoline, Fuel Oil 
Oriental Novelties 
Air Mail Letter 
Sports Equipment 



^PLAN AND SKETCH YOUR CHART IN THE SPACE BELOW: 



(Kind of Product) 



*The five methods of transportation ore: airlines, highways, pipelines, railroads, and water- 



TRANSPORTATION TWIRL 
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PARTICIPANTS 

1 Moderator/Judge Teams 1 Score^^keeper/Timer 

DIRECTIONS: 

The purpose of this game activity is to familiarize students with transportation careers and their 
f u?ictions. Develop a roulette wheel with transportation methods similar to the one illustrated on the 
back of this paper on a sheet of poster-board. It should have 6 spokes. 5 transportation methods, and 
1 bonus area. Have each student submit 5-8 questions on an assigned method, such as air, highway, 
pipeline, etc. These should be assigned^so that you will have at least 10 questions for each of the 
methods. Samples of these have been shown below using a true-false format. If time allows, have 
students prepare the questions on cards after you have edited them. 

Select a student to serve as the moderator/judge and one student to act as the scorekeeper/timer. 
Divide the rest of the class into two teams and have each of the teams choose a captain. Each team 
captain will arrange his group in the order in which they will take their turns at the wheel. The 
moderator will flip a coin to determine which team will begin the game. 

The first player of the team winning the toss starts the game by^spinning the arrow. U ihe arrow stops 
on a transportation method, the moderator will read a question pertaining to a career related to that 
transportation method. If he answers correctly, his team receives one point. If he does not answer 
correctly, the first player on the opposite team may answer the question . If the opposing tean player is 
correct, he scores a point for his team and also takes his turn. If the opponents player is r<ot correct, 
his team does not earn a point but he still takes his turn. Anytime a player can iot answer a question, 
the opposing team's next player may answer the question for a point, as well as take his scheduled 
turn. 

Each team play«§r has 10 seconds to give an answer. Only one answer will be accepted. The player 
receiving the question may not consult with other members of his team. If a player spins the arrow and 
it rests on the "Bonus" area, his team earns 5 extra points, as well as a chance to spin the arrow again. 
The game may be played for a class period, for a set time limit, such as 15 minutes, or for a total 
number of points, 15 points for example. 

SAMPLE QUESTIONS \ 



The Airline Stewardess demonstrates 
safety equipment and explains emer- 
gency procedures. 

Answer: TRUE 



Mote dispatchers distribute route 
assignments to truck drivers. 

Answer: TRUE 



AIRLINE 



HIGHWAY 



TRANSPORTATION TWiRL 



Airline 




Railroad 



Watr 



Highway 



Pipeline 



TRANSPORTATION: GETTING THEM THERE 
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Have you ever thought about the importance that transportation plays in our lives. The food we 
buy. 'the clothes we wear, the cars we drive in, and the water we drink are all transported to us by one 
method or another. Five methods are used to transport goods and people — aircraft, highways, 
pipelines, railways, and waterways. These transportation industries offer a wide selection ot career 
opportunities. 



Aircraft 

Careers in aircraft are very popular today. The airline sfeivardess, sometimes called a flight 
jttendsnt. is responsible for greeting the passengers as they board the plane and making them 
comfortable during the flight. She must also inform them of safety measures, procedures, and 
equipment. The ramp attendant welcomes the passengers at the gate, checks their tickets, assigns 
tfiem seats, and provides the'n with travel information before they board the plane. The ticket agent 
plans flight routes, co.mpi'ces the ticket costs, makes reservations, issues tickets, and checks 
baggage. Sometimes, he specializes in doing part of the activities, r^reservationist is a specialist in 
::i3kirig flight arrangements in advance. Usually, he or she handles requests by telephone. 

Technical details of scheduling planesarrivingand departingare supervised by the flight control 
^rpt^r/a/.'sf. also called the air traffic controller. He is assisted by the flight dispatcher, who talks to the 
.i^fime pilots landing or taking off in the planes. Thecre^v scA/ec/i/Zer is responsible for assigning pilots, 
-'vi. i^iUjrs . and stewardesses their flight times. Many other people are employed including the skycap 
.'. f)c fcf if^^s luggage to and from buses or cars. The cargo agent handles freight that is being shipped by 
^;r. jnd the jirport superintendent or airport manager directs and controls all the activities and 
:j'ersonnei. 



Hi&hways 

Hii^hAv-i/s iriciude corniriercial buses, long-distance trucks, and local delivery trucks. Many 
;:»:':t)!e earn th*/ir living working for a moving van company. The moving van dri\jer is responsible for 
.i'^eckinj;; alt'rc''>ar^:1lse ''"►aded on tiie truck and having customers sign the necessary receiving 
*or'ns. as .veil as for 6:u the truck He is assisted by amov/ng van helper during the trip, and amos/- 
'r,i: lo<^avr and p }C \er put the merchandise in the truc^. 

Many trucking firms haul all kinds of goods cross country as well as short distances. They carry 
foGGs. fuel. cars, and materials. The truck driver has a big responsibility and generally receives a very 
good salary tor long-distance driving. A freight handler and packer load his truck. 

Most of us have ndden on a bus at one time or another. Aside from the bus driver who takes us 
where A^e want to go. ^here is a baggageman who checks on baggage to and from our destination. The 
terminal agent sells us cur ticket and gives us inforniation, and the terminal manager supervises all ^ 
the activities. If our bus is late, the bus tracer checks to find out the bus' location and expected time of 
arrival. 

When things are delivered locally by either a transportation company or a company with a 
transportation department in it. the schedules and routes are the responsibility of the traffic manager 
or supervisor The man who actually takes the goods to their destination is knov^n as the deliveryman 



Plp(»l!nos • 

Most of us don't usually t hink of pipelines as a form of transportation. If yoii^want a drink of water, 
though . you proh^bly turn on a faucet to get some. A worker who comes to check the amount of water 
your family . used lor the past month is called a mefer reader. Water that is distributed in a 
government-controlled irrigation district is under the direction of a watermaster. He supervises the 
equal allotment to all people and handles any complaints. In the oil industry, the mer^who fill and 
transfer oil are caWed pumping station operators. New distributors and station operators are solicited 
by the dealer recruiter. 



Railroads 

Railroads have helped play a major role! in the development of this country as the leading 
industrial nation in the world. They have been used to transport all kinds of products including cattle, 
grain, coal, and cars. The people who are responsible for the loading of cars are called yardmen and 
they are supervised by ayardmaster. The stationmaster directs and controls all activities and person- 
nel in the train station, while the conductor is in charge of everything on the train. The conductor 
collects tickets from passengers and assists them in any way he can. The porter carries luggage for 
passengers and provides any special services needed, such as pillows. The brakeman and motorman 
assist him in running operations within the train in conjunction with the engineer. The station agent 
sells customers tickets, makes reservations, and plans routes. The callboy notifies employees of their 
work times and approachrftg trains. 



Waterways 

Our v/aterways are used to move goods long-distances fairly inexpensively. Dock hands are in 
charge? C'i loading and unloading merchandise from ships, tugboats, tankers, barges, etc. These men 
are supervised by Xhedock boss. Jheimporting clerk is responsible for checking arriving merchandise 
to make sure it is the proper kind, style, amount, etc. The export manager contr6!sall the personnel 
and activities involved in the shipment of goods out of the country. 

The ^te\^ard on a ship or leisure liner assists passengers with th^ m uggage, as well as provides 
many special services. The ship, of course, has wa/fers to serve the meals. A special job opportunity 
available on a cruise ship is that of a tour guide. The tour guide escorts passengers on special trips 
when they land in port. The recreation or social director is in charge of coordinating all on board and 
planned on shore activities for the passengers. The financial matters on the ship are handled by the 
ship's parseA. 



AIRPLAKE STEWARDESS 

1 . Renders variety of personal servicesconducive to safety and comfort of airline passengers during 
flight. 

2. Greets passengers, verifies tickets, records destinations, and assigns seats. 

'3. Explains use of safety equipment, such as seat belts, oxygen masks, and life jackets. ^ 
^. Serves previously prepared meals and beverages. 

5. Observes passengers to detect signs of discomfort, and issues palliatives to relieve them of 
ailments, such as airsickness and insomnia. , 

6. Answers questions regarding performance of aircraft, stopovers, and flight sN^edules. 

7. Performs Other personal services, such as distributing reading mate rial and pointing out placcsjjf 
interest. - * 

r 

8. Prepares reports showing place of departure and destination, passenger ticket numbers, meal 
and beverage mventories, palliatives issued, and lost and found articles. ' . 



9. May collect money for beverages. 

^\^)^ BILL OF LADING CLERK 

1. Prepares invoices and bilts of lading. 



2. Computes amount due from records. 

3- Types invoices and bills of lading. 

4. lllay type credit memorandums. 

\ BAGGAGE'AND^MAIL AGENT 

1 Supervises and coordirwtes activities of workers engaged m loading and unloading maM an^J 
baggage. 

2. Coordmates work schedules in accordance with train schedules to insure the transfer of mail cjod 
* baggage is completed in allotted time. , 

3. Assigns duties to workers. 

J** 

4. Observes workers serving passengers to insrre that they are courteous and helpful. 
6. Supervises worker^ sorting, loading and unloading sacks of mail. 

6.. Notifies station agent when transfer of mail and baggage has been completed in compliance with 
rules and regulations. 



. / . BAGGAGEWAN 

1. L-oads and stores baggage on passenger train or boat. 

2. Inspects tags on baggage to ijisure that baggage is routed to designated train or ship. 

3. Loads baggage in car according to designation recorded on tags, placing baggage to be unloaded 
List in rear of car. ■ ' 

4. Unloads baggai^e from train or ship onto trailers at destination. 

BAGGAGEMASTER 

1. Receives and directs stowage of passenger baggage aboord^shipsand directs removal at destina- J 
tion. . ' . 

2. Receives baggage and prepares identi^icatton tags for forwarding purposes. 

3. Forv^ards baggage. ^ 

-4. Keeps records of baggage pertaining to Jocation on ship and destination. 

5. Directs removal of baggage and answers inquiries concerning baggage. 

BUS TRANSf'i^RTATION MANAGER . 

1. Directs motor transportation company to insure.economy, safety, effective communications, and 
efficient utilization of equipment to provide satisfactory passenger service. 

2. Recommends revisions in and coordinates schecUiles, routes, and equipment md driver allocar 
I tions tu improve service and morease revenue, 

- %\ 

3. Directs and coordinates dispatching functions and communication system. 

7. Hdndles operators' grievances, administers contract provisions, and recommends contract revi- 
sions. * ' ^ 

5. Irispects vehicles and physical facilities of termi'nal to insure compliance v/ith prescribed stan- 
dards for safety, cleanliness, and appearance. ' 

CONDUCTOR 

1. Performs a variety of duties on streetcars, subways, and trains. 

2. Collects fareB'.or tic'.ets. 

3. Issues transft^r:,. 

4. Opens and closes doorv. * 



5. Sigfials operators to stop or proceed. 

6. Announces stops. 

7. Answers questions of passengers. 

S. Preserves order among passengers. . 

CRAFT-AND-MOVING ESTIMATOR 

'1 . Solicits freight or storage business by visiting homesor business establishments to estimate cost 
of parking, crafting, moving, shipping, and delivering household goods, machinery, or other 
material. 

2. May estimate cubic feet of storage or shipping space required, using comparison chart. 

DISTRICT SALES REPRESENTATIVE 

1. Selects passenger bus depot sites along routes and sets up agreement between company and 
agent. - ' 

2. Inspects depots to insure maintenance of company standards for food and passenger comfort 
facilities. 

3- Collects and audits ticket records and computes agent's comm ssioh. 

4. Advises agent of bus schedule changes. 

5. investigates accidePkS and arranges settiements. 

PORTER 

1. Carries baggage for passengers of airiir^s. railroad, or motorbus. 

2. Carries baggage for passengers 4o baggage room, cn to train. bus» taxicab or to private au- 
tomobile. 

3. Cal^staxi. 

4- Directs persons and provides mfcmatk^n. 

5. Assists handicapped- « 

•Redcap verfcyms the &Bme dui.es a Dorter but you find Redcaps working in train stations. 
'Skycap perfornrs the same duties of a porter but you find Skycaps working in airports. 

g RATE CLERK 

1, Calculates fares for taxi ncnscheduied or charte^fd bus trips from rate tables at request of 

ru?;Tnmf*r?;. 



2. Interviews customer or reviews written requests to obtain data on proposed trips. 

3. Studies maps to select or lay out and measure travel route. 

RAILWAY^EXPRESS AGENT 

■ Supervises and coordinates activities of personnel in railway express office. 

2. Dispatches trucks to pick up and deliver nv^rchandise. 

3. Prepares payroll. 

4. Investigates and processes claims made by shippers. 

5. Prepares statistical reports indicating cost per shipment, revenue received, and comparison with 
previous year's business. 

RESERVATIC*«ST 

1. Obtains travel and hotel accommodations for guests and employees of Ir'^ustria I concern, issues 
pickets, types itineraries, and compiles reports of transactions, 

2. Ascertain'N rates and obtains confirmation of travel and lodging space, 

^ lc:c;> tPS ^nd val id^fp^ a ir! Inp tirkPtcf mm ctru-k n r tf>!ptirif Ator^nri nnt;^in<; rai! a pd h ii<;tirkp tc whpn 

not kept in stock. 

4.. Prepares for passenger travel booklet containing tickets, copy of itinerary, written lodging con- 
firmations, pertinent credit cards, and travel ^ggestions. 

SCHEDULEMAKER ^ 

1. Prepares schedules for local or long distance transportation systems such as bus or streetcar 
lines. 

2. Studies changing traffic situations and 5C^^dules of competing: lines. 

3. Determines number of vehicles and trips to be run. 

4. Assigns vehicle operators to runs. _ 

5. Prepares schedules with attention to times of arrival and departure of vehicles or cars at 
crc;is!ines or junction points where transfer passengers can t>e picked up. 

SKIPPSNG CLERK 

1- SupervMses acf.rties c' workers engaged in packing and shipping merchandise. 
2. Determines methods of wrapping. 



\ 

Ass)gns duties to workers who select, pack, and wrap items- 
Determines space requirements and position of load in box cars. 
Verifies accuracy, completeness and quality of shipments. 

STATION MANAGER 

Directs and coordinates activities of workers at airline transport station or terminal point located 
at airport. 

Directs routine preparation for flights such as preparation of freight manifests and passenger 
lists, and issuing of flight authorizations. 

Supervises transportation agents in transfer of passengers on travel-through passage from other 
stations 'Aithin airport to one operated-under his supervision. 

Executes written and era! suggestions of division superintendent and station superintendent. 

STATION MASTER 

Superw'ises and coordinates activities of raiiroad station employees and authorized departure of 
trains. 

Notifies en^ployees of changes in arrival and departu'-e times of trains^ boarding track numbers, 
3n:j other information affecting passengers for announcement over loudspeaker and for posfing 
on callboard. 

Ascertains that shift workers and train crews report as scheduled, and obtains replacements if 
necessary. 

Supervises 3ct?vitfes of oassenge' service oe'-scnne' to insure efficient, courteous service. 

Authorizes depart iji^e cf passenzer trails a^ter transfer of ma-'l and baggage is corrpleted. 
delaying deoarturefc: arrival of connect. ngt-a in or on notification train crew or yard master. 

STEWARD ^ - - 

-:tends tc ccmforr of passer.gei'S- 




TERMINAL MANAGER 



3. 



Insures that loading, unloading, storage, and garage ser\'ices are avaiU'ible for handling freight 
or.gmatmg in or consigned to terminals. 



JICKET AGENT 

h Sells tickets for transportation agencies, such as airlines, bus companies other than city buses, 
railroads other than street railways, and stearr?ship lines. 

2. Plans route and computes ticket cost, using schedules and rate books. 

3. Insures that cabins, seats, cr space is available, 

4. Answers mquines regarding airplane, train, bus. or boat schedules and accommodations. 

5. May check baggage and direct passenger to designated concourse, pier, or track for loading. 



TICKET SELLER 



1. Sells tickets for travel on ferryboats, street railroads, and buses and for admission to places of 
entertainment. 

2. Depresses key on ticket-djspensing machine that autcntatica'ly ejects number of tickets re- 
quested by patron or tears ticket from rc!i and hands patron. 

3. Accer^ts rncney and makes change. 

TRAFFIC AGENT 

1. Contacts indLtst^ia- and commercial firoisto soiicit freight business and contacts travel agencies, 
schools, ciuDs and other organiiaticns to scl'cit passenger ;:*atrcnage. 

2. Cai^s or prcsDect:ve ,^De'S tc exc^am advantages of usmgcomoany facilities. 

3. uLiotes tar;ffs. rates, and train sct"?ecules. 

E^Diains a.a^rab^e ^^Outes. 'cad !i-^i:5. and spec -a! equipment cr,3ilab?e. and other suggest icnsand 
method '"cac^rg. crat:rg. a'^d nandiing freight. 

5. Cars or travel age'^ts. sciocls, z'uds and ctner c'^gan nations to explatn available accommoda- 
tions ofrered by compe-^y. 



TRAFFIC INSPECTOR 



transoortation s^-stem. 



u estimates se^w^oe d^sruDticns A-ithin assigned territorv- 



:e ;s crav^ce-: 



to schedu'e. 



♦ •".-rst'gates delays ^-^ ^^a-^ra;-^'-*^ schedu:es, accidents, and comp;a-nts, and files written re- 



■'>. 'frf-vrms traffic dispatcher of disruption in service, using radiotelephone. 



5. Determines need for changes in service, such as additional coaches, changes in route, and 
revises schedules to increase operating efficiency and improve service. 

TRAFFIC MANAGER 

1. Supervises personnel and directs activities involved in routing, shipping, classification, billing, 
and recording of merchandise sent outof motor-transportation warehouse, 

2. Directs handling of mcoming-outgoing shipments and routing of merchandise by truck or mail. 

3. Investigates and makesclaimsto common carriersfor lost or damaged merchandise or shortages, 
corresponds with customers regarding settlement. 

4. Supea-ises keeping of records and moving of shipments according to established warehouse 
procedures and interstate traffic laws, utilizing knowledge of traffic regulations to solve problems 
such as whether to charge local rates or special rates for specific shipments. 

TRAFFIC RATE CLERK 

1. Determines, and distrcutes to appropriate airlines, revenue resulting from passengers traveling 
on two or more airlines on a through passage. 

2. Cor^^putes and records dctributicn of revenue to each airline according to mileage, class of 
cassage. and t>pe of ticket discount, using tariff schedules, 

3 May .al-date costs arising from t^ability claims. 

TRANSPORTATION AGENT 

1 . ^'ecrf^'es -3'"Aa> of lacing on freight f^cm consfgnorsanci routes freight on first available flight, 
I. "^e-erhones ccrs gnees to reoot arrival of air freight. 

3- 3rt3 ns • -ign: r.j-r.oe^, a 'C^ane nLn^ber. and nances of crew members *romte?etypec message of 
I >oa:c-^er ar-d ^ecorcs aata on airplane's *!ight oaoers. 

^~:c"ds baggage, na;., a^c fre>gnt A'erghts and numner of passengers on arrplane^s papers and 
•eietyoirs jata to f hgnt:5 cestirvat^cn. 

TRANSPORTATiON DIRECTOR 

1 S.:o ''rcr-r-^e'^ciations *or oeveiopn^ent of. ano connpliance vxit^ transportatTon ;3onci-eS: 

Z- - a-^s. 0 re:ts an j tn-p'en7rnts /e^ide sc^edu^i'^g. anocat«on. dispatcning, Mcen$:ng. and com- 
•:-.-^':a:-o- f^^ct'ons ^n accordance with esta'^^is^ad po!?c?es and ocie'rti\.es to effect economj- 
:a; ooc^:ng of *e^»o'e fao^Mties. 



3. Directs compilation and issuance of timetables. 

4. Conducts continuous analyses of vehicle and driver assignments and analyzes scheduling for 
possible ccnsolidat ion. 

5. Reviews and revises driver schedules to insure increased efficiency and to lower costs. 

TRANSPORTATION SyPERINTENDENT 

1. Directs operation of automotive equipment departrrent of an establishment. 

2- Negotiates with suppliers to purchase automotive equipment such as commercial and passenger 
vehicles, tractors, trailers, and related materials 2nd supplies for transportation of company's 
men and materials. 

3. Procures stale required certificates of title and arranges for registratfonsand state mspections. 

4. Inspects automotive equipment, scheduling needed repair of service work. 

5. Supervises operation and maintenance of equipment, storage facilities and repair facilities. 

TRAVa AGENT 

1. Plans itinerary and schedules travel accommodations. 

2. Verifies travel orders to insure authorization. 

3. Studies routes and regulations, 

4. Notif ies Decpie of travel dates. 

5. Aids people to complete travel forms. 

TRAVa COUNSaOR 

t" 

1. Plans :r:ps for memt)ers of automobHe Ciubs. ' 

2. Marks suitable roads and possible detours on road p^a^, sho^%jng route from po^nt of origin to 
destiaattcn and return. . 

3. Indicates points of interest, restaurants, hotels or other hous-ng accom-Trodat^ors. and 
e^«ergency repa;r seaces available during trip. 

4. Rese'^ves hotei. -r^Dte;. o^resc-rt acco^-modation by tefepr-one. teie£:r5or- - Jester. 

TRAVa GUIDE 

I. Arranges transcortat'on and ether acco'nmodatjons fc groups of tCLJ- .^..ts *o^jo-.v-;yg l ._--ned. 
itine^'ar^-. 



2. Escorts groups during entire trip within single area or at specified stopping points of tour, 

3. Makes reservations on ships, trains, and other modes of transportation/ 

4. Arranges for other accommodations, such as baggage handling, dining and lodging facilities, and 
recreational activities. 

5. Accompanies tour group and describes points of interest. 

6- Mayassist touustst^t an itir irary, obtain travel certificates, and convert currency into travelers 
checks or for^^gn monies. 

TRUCK DRIVER 

1. fs responsibJe for load until ;t*is received by shipping ci*^rk. 

2. May load and unload truck by hand 

3. %*ay lubricate truck or make mrnor repairs. 



TRANSPORTATION THINKERS 



Ana'v .f- each of the transportation situations below. Think about the possible choices and then 
der :•: «*:*iat you would do in that particular situation, 

! * ?n Dirhne stewardess, Marcta was responsible for informing passengers of safety regulations. 
': qu:Da- t. and ;:)rocedures. Just as t*ie airplane was about to take off from the runway. Marcia 
; ,oticed :nat one of the passengers hc"^d not extinguished his cigarette. When she asked him to" 
•'Mease put it out. he barked. "That's a stupjd rule. Tm going to finish this cigarette." If you were 
Marcia. what would you do? 



2. fob w>v-- H:-:husiastic about his new position as the i^tationmaster. Now, he was in charge of 
cf -y^in^ .-nd controlling all personnel and activities in the train station. He wanted to make some 
c. .--';: - . The p^ace iook'-d dull and drab, but he only had S200for improvements in the budget. 
H^y ;>e could get some good materials with that money, but he would not be able to hire any 
'a-Xri V > 'Jo the work. Bob decided that he would assign some of the station workers, including the 
c:i!^>.jys. yardmaster, and the redcaps, to work half of their hour$ during the next two weeks on 
stvfon improvements. It was a slow time of the year, and They could work shorthanded at times. • 
He didn't want to antagonize the workers, but he wanted to improve the image of the station. If 
yo.i A-ere Bob, how would you persuade the employees that they should wwk on improving the 
STitton's appearance? 



3- Charles, the dock bass for U nited Shipping, was in charge cf hiring and f inrjg all of the deck hands 
who 'oaded and unloaded freight from the company ships. Last week his export manager had 
asked hin to hire his son to work for the summer months. Charles had talked to the young man 
se.*era: times, but he just would not work like everyone else. He v/ould take t^vo hours for lunch, 
come in late, and leave early. The other men resented his getting paid for the work he'wasn't 
. doing. If you were Charles, how \*t>uld yoD har>dle this situation w 1h your manager's son? 



As tne.. shir- ste^\a'J. Sam \.\3s charged with making the ship's passengers comfo'-table. Hr 
".a-^d their ljggat;e, tid«e:l their roo-ns. and performed mar.y little services for them. Twc 
c:j5ser.c;e:'5 ir one of his assigned catkins were fighting and throwing thmgs at 3 A.M. in the 
^eac-^e *ou' other surrcunding cab'ns complained to him tna: the noise had been 
ccr^c; 0-^ ^o^ t.%o u-^jrs. ar'.d tney coL'd not gel an\ rest. If you ^ere Sam. hovv vvcu^d vou solve ihrs 



;. t--.^ rjr^^p attendant to^ S<> A,r^,-^^ Sne greeted the passerge-s. cnecKec thei!' 

' r-rtf-. ^i-^s xt'--:^:: :-e-^' >e5t5. ar'id ::.i::ed tra.e. 'i^^crmation before thev boa'^ded the plane. The 
2-. ^^e r^e^'.t ^!igh: :^e:^ed ^n. a^d sne ga.e hir^ the ffnai seat available o^i the 

:^' .t-e s^ea: :-tr'e rear c'' t-e :^;.ine. Tne ma-: no ^e^ed. am norgo.ngto s;t back there, i v.'ant 
a-^'-e- -eat th^ vent. I ^^ave tc gtrt off the p-a-e r-ght a/.ay fc a dinner 30D0intn^er\{/- Li^a 
r^j- ^as the c^es-ice-t :f a ia-ge iTa'\:'arti.rr)g ccmpa^v. What .vcuid you do^ 



T"^e/.a:e-mas:e'. 5-,an;V-ri>ms. .s 'esoc^sic'erc' SL.perw'ismg anci coordinating all actu^t^esf or 
:negOw'ern.mrn:^c:rtrc.-!ed rrgat-cn zist^:ct As:hep-jb;ic -eiat.'ons m^an. he rot only establ:.:.hes 
do: :iesfDr'a'-ocaV'ig ^atev t:u: -*e^r^crmsoeoD;ecf changes and handles compiamts. Today Vr. 
SA'e^sc- ccmc^a^nec: th^t ^e ^.as ret -e:e^i^ rg as mjch ;^ate^ as he sncu!:^ and that his c^ops 
A^re A :t -^g. :n rhe:^ ng the -eccds. -oj ^ nc that he is actuail, receiving more than he shou-d. 
\z:.. >e-. ^^st b.%e' n s v-^c.-^t. Hca at..!:: >oj c^clam tn:s to Vr. S^.enscn- 



:-e aria5er-rec-!;tr' a -^ai:^ o ' co-^pary. Ke- had convinced an independent service 
Stat J- rrcerata- to r. t^e ccmcar- y team.. To dctn^s. the c.vner had madecnanges in his Dolicies 
arc c:.s r-ess ece-atcm as .--eM as ca c forsoec^a: e::-'pment a-^d materials. In the past year the 
^ --"s s^^es hac ce:re^sec anc r^e :omca-y1iad der^ed tc d-oc h:m. I* ycu ^ere Ken. ho^ ;^0Jid 
v>c:3'^ tn 5t: :-:e scat;cn c.%-^e'? 



8. Thane, ihe passenger car conductor, supervises and coordinates activities and the train crew. 
As he v\as coliecting tickets in one car. he saw a man hit a woman across the face. The man hit 
her again. a.->d she feU to the floor. If you were in Thane's position, how would yQu handle this 
situation^ 



As a baggagemaator a bus company. Jack receives and returns baggage to passengers at the 
bus to^^rnnal. According to company policy, he issued a ticket tor each piece of baggage that is 
checked. A mce looking young woman asked Jack to hand her the box behind him. When he 
asked her fc her clam receipt, she SK^sd. "The baggageman in Tampa didn't give me one." Jack 
noticed a company tag on the box. vVhat dc you think Jack should ao? 



Joyce handled the air! me counter curing the midnight shift. As the only ticket agent on duty, she 
had to issue tickets, check bags, plan routes, and compute costs. For some reason, tonight was 
very busy. One m^an had asked her to check four different f'ights to three different cities. T\r'0 
planes were scheduled to depart in t hirty minutes and nine people with bags w*ere in hne t>ehind 
the man. The man now asks her to give nim informtation about three more flights to three other 
Cities. Joyce iS concerned about the other oeople gett>r:gon the plane. If you were Joyce, what 
i%Qjld you do^ 



\iel3P»e, the exp-ort m,a"-3ger of a large sh:pD!ng company, noticed one of her expo^ clerks 
acceot-ng a cash oayment from a customer an^ putting. the mc-">ey mtc her sh^rt jacket 
cocket. MeL-nje .vas Duzz'red because tne clerk wvas one of her t>est workers. He. v wou:d you 
nandie this sauatlon if you were Velame? 



12. the bus tracer for a well-known bus company. Shetla checks on buses that were late to 
determine the reason and the expected time of arrival. Just as she was about to go to lunch, the 
terminal manager asked her to check on a bus that was twenty minutes late. The bus was often 
late. She kne.v ;t would take her at ierst fifteen mmutes to track it down, Stie'd miss having 
i'jnch 'Aith her husband. What should Sheila do? 
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P:3;e a check m the columns to sho/v the types of transportation that best meet the needs of Ihe 
Situations described below. Se prepared to discuss and defend your choices. 





^Air • 

~ ^ H 


Train 



.Bus ! Ship ! Auto 


'T ~ 

Truck 1 Taxi 


Car 
Rent 


1 . A fam<!y of five in V irt:in;3 .vants '~ 
to take a vacatic i 3r.:\ see al; of 
t^^-e tOL;r:st 3tt?::ct:Dns aroijn:! 
O^iandc. T^'-r. h.jwo t/.o ;veeks 
to do this. 






j 


' ' 4 

■ Ml 

- ' ( 

i 

: ! 

■ i • ^ 

! 


A ne\v-y ;T^3r''.;ea coup!; --^ ^ 
Ca^forn;a ,\3nts to '.-s-.t Disnev ^ ■ 
'A 0 r ! r . c r' t - e ! r h o '^-^ > 'r, o o n 
Thee haw?e onlv a fe.% .:l.:ivs. 




« — ~- — , — * — . — 4- , 


! 

- 1 

i 


--^ S t . L z i > b Li s ■ ne s srr 5 n . ■ _ ; ; 
O'esser! tiT-^e -rust att?^^:^ . ' \ \ 
a CG^venrc- n Pa^-r Beach, ■ ^ . . ■ : 


^. ^a-^*;-' Ph ;acie-pn:a o.a^^t to 
Volt Orlanoo.^he/ don't ;%a::t to . 
■ -.e t-^e-" car, b^t the> v%3n: to , 
*'r their ca" t^^eT^. • 


i ; 



5. -t ::-!le^e s-tLoent A^^rts to c: 
.^^ Pensacoia to Ca .as as 
e^;:en<'.e y as ooss ^:'e. /et 

soes to see as -^^lich t':e 
ro^ntr/ as oe oa*^. He ?s i-- no 
o-5't C-.'ar ^;^rrv a no ^e does n:r 
- -own a car-.- ■ 



A ^ate-sburg o^is^ness e^- 
ecut^ie: oresser; tor tS'^e. 
T^Jst attend a n^eet -ng Bos- 
ton. He ces^-es n^a^in^-: 
co:^-" O't S3 that h^ 03 A'O"- on 
'-'OO'-tant oaoe'-s en -OLite. 
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1 

Situations 


i 

Air' 


^ram 


Bus 


Ship 


Auto 


Truck 


Taxi 


Car 
Rent 


i 

7. t^-vo office workers from Bal- 
timore, on a limited budget, 
wish to spend most df their 
two-week vacatiori in Ft. 
Lauderdale. 


















— 1 

8. A car manufacturer in France 
warts to send 100 cars to 
Jacksonville. Florida. 


















9. A noted actor tieeds to make a 
• quick connection between the 
St. Petersburg and Tampa 
airports that are only 20 miles 
apart. 




1 














10. A wholesaler in Jacksonville 
wants to send twenty boxes of 
hardware to a retail customer 
in GainesviHe. 


i 
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COMMUNICATIONS CAREERS 



The communications industry aids people in exchaneifig information through sight and'or hearing. 
Major areas of the industry mclude telephone/telegraph companies and the mass media. 

Most mass media businesses, such as newspapers, radio, and television, provide both communica- 
tions services as well as promotional business services. In this unit we will discuss those marketing 
careers in the mass m^dia which are primarily involved in transmitting information, rather than 
promoting a product, service, or business. 

Four major communications businesses and marketing careers available within them include: 
PUBLISHING COMPANIES (NEWSPAPERS, MAGAZINES, BOOKS) 



Beat Reporter 
Ci^y Editor 
Cirdulatior Manager 
Columnist , 
Copy Editor 
Correspondent 

Critic 

Editorial Writer 

Genercii Illustrator 
General Rerr ter. 
Inserter 

M3n<3ging Edit*)' 



CcTvers a certain local territory for nev.s in the field, such (iS police 
headquarters or government offices, for a newspaper ' 

Supervises all local reporters and determines what stories should 
be covered 

Supervises distribution of newspapers and magazines to sub- 
scribers and dealers 

Writes commentary articles on general or specialized topics, • 
rather than new stories 

Writes headlines and checks reporters material to correct errors 
and rewrite if necessary 

Works away from the home office town and relays stories by 
phone, cable, wire, and mail. (Examples: Foreign, State, 
Washington) . : 

Attends entertamment functions and reads publications, vVrites 
reviews for plays, books, television, fete. 

Prepares short articles of opmion which Appear on the editorial 
page of a newspaper or magazine 

Sketch or draw pictures'for articles, stories, humor, or editorials 

Coversa variety of newsas it occursand tipscome into theoffice ' 

Places special sections, circulars, or announcerfients within ^ 
newspapers or magazines 

Directs ah other^editors and personnel and has the final say in 
hiring, firing, and personnel activities 



Researcher 
Rewriter 

SpecidMSt Reporter 



Gathers and checks facts for writers and editors 

Takes news facts over the telephone^and writes the story for print 

Writes for a specific area of knowledge, such as sports or busi- 
ness 



Announcer 

Commentator 

Continuity Writer 

Oirector 

Disc Jockey 

Floor Man 

Newscd 'er 
News Director 

Producer 



BROADCASTING {RADiQ. TELEVISION, FILMS) 

Gives information of interest » introduces shows, may act as a 
f^oderator interyiewi>ig gue§ts 

Analyzes, interprets, and broadcasts news received from various 
"ources 

t- 1 epares special announcements, fillers, and news bulletins for 

^.he air 

X 

jporvises act'vftiec of performers and technical workers for a 
p»c':;uction 

Hosts a radio music show, provides entertainingtchatter, mter- 
views guests, ind reads? commercials 

Holds cue caftJs for performers, checks props for placement, 
informs performers on positions and directions 

Writes daily news stories and delivers them on the air 

Supervises al! broadcasting news workers and activities for a 
staton 

Directs all pcrs-^^ .*<?l snd activities for a show, selects scripts, 
handJv'S finances , , 



Chief Opera^cr 



Commercial Representative 



Customer Service Engineer 



TELEPHONE COMH^N"" 

Directs all activities of operators, assistants, and group super- 
visors 

'"-^ntacts business custor^ers to assist them in determining the 
./vice and equipment they need 

S^ilK^ complex equipment to large bu-iine5S customers and ex- 
plains its use 



GrouD Suoervisor 



Operator 

Service Assistant 
Service Observer 

Service Representative 

Unit Supervisor 



Assists customers by making long-iJiitaoce connections, pro- 
viding local unlisted numbers, and giving assistance in making 
calls 

Trains and develops operators for different arear of service 

Checks vi^ith customers to determine the Cjuaiity o^ s^^rvice give n 
to customers 

Handles customer inquiries, recommends and r^lls the types of 
service and equipment needed by indiviaua! customers 

Train:> and directs a group of service r^^presentatives 



Call r.^^essenger 

Manager 

Messenger 

ReceivMg, Agent 

Sales '^ei vice tngmee^' 

Service Rate- 

legra^^er 
Tracer 



TELEGRAPH COMPANY 

Telephones addresjr^^c and reads tf)e telejjram message to him 

Supf^rvises all personnel and activities in a telegraph office 

Delivers telegrams to addressee *2nd collects charges when 
necessary 

Accepts telegropn messages by phone or in person, quotes 
charges, and may accepit v^ioney 

Works with businesses and agencies in the selection and use of 
telegraph equipinc-i^t ^ 

Oounts wordf. >p, a message, (determines charges, and makes the 
cost on the message for billin^r 

Transmits a.-^.i receives messages using the teletype equipment 

r uilo^'S-up customer inquiries concerning telegraph messages 
seri^ 



' / COMMUNICATIONS CROSSWORO PUZZLE 

Twenty-three marketing careers in communications are found in the crossword puZi^le on the next 
page. Read each description below and fill in the communications career explained in the blanks 
provided. 

ACROSS 

1. Transmits and receives messages using the teletype equipment. 

3. Directs all activities of operators, assistants, and group supervisors. 

5. Supervises all personnel and activities in a telegraph office, 

7. Analyzes, interprets, and broadcasts news received from various sources. 

9. Gathers and checks facts for writers and editors. 

10. Works away from the home office town and relays stories by phone, cable, wire, and mail. 

14. Covers a certain local territory for news in the field, such as police headquarters or government 
offices, for a newspaper. 

15. Delivers newspapers to subscribers, sells them around town, stocks news vending machines. 

ii — ^ 

16. Holds cue cards for performers, checks props for placement, informs performers on positions 
and directions. 



18. Writes headlines and checks reporters material to correct errors and r;rwrite if necessa 



ry. 



19. Handles custor?r^ inquiries, recommends and sells the type of service and equipment needed 
by individual customers. 

20. Oversees a section of operators and assistants for an area of service. 

2L Contacts business customers to assist them in determining the service and equipment they 
needi 

DOWN 

1. Follows-up customer inquiries concerning telegraph messages sent. 

2. Covers a variety of news as it occurs and a- tips come mto the office. 

3. Attends entertainment functions.and reads publications, writes r,eviews for plays, books, televi- 
sion, etc. . 



6. Supervises all broads: ~ting news workers and activities for a station. 



i. .Counts words in a message, determines charges, and makes the cost on the message for billing. 



11. Di*^'. :ts all personnel and activities for a show, selects scripts, handles finances. 



12. Assists customers by making long-distance connections, providing local unlisted numbers, and 
giving assistance in making calls. 



13. Directs all other editors and personnel and har- the final say in hiring, firing, and personnel 
activities. 

17. Writes commentary articles on general or specialized topics, rather than news stories. 



COMMUNICATIONS CROSSWORD PUZZLE 



Iiu 











1 ^ 








1 

I 










□ 



lib 



ill 
I I 
I I 



■III 11 11 

■llipilH I ■ ' ■ I 

iiimiiiiiiiiiiiiiii 



I 

II 
1 1 
I . I 
II 
I 



?0 



COMMUNICATIONS CROSSWORD PUZZLE-KEY 



1 








1 














T 


E 


L 


E 


G 


R 


A 


P 


H 


E 





H 



/ 



BBDQBDDDDBD D □ 

QSBBOgQQIIQ BDQQBBQDaQ 



\^ D . H □ D B 

BSDiiaBDBaDBQ D 1 Q B 

f B a B fl B 

H B B B B B 
^..^B^__ B BBQOBQBBBBB 

BDBBBQBD B B B B B 

0 B B B B fl B 

DBBBSOBB B fl B BOB 

t B B B B 

BSBBflBliBBBElBBBBOQBDDB □ 

BBBBOBBBBBBflBBQ fl 



rclolMlMfElRlcl I |A|L|RlE|p|RlElslElNlTiAlTll Ivl 



ERIC 




ERIC 



RECREATION D 

These marketing careers in recreation should have 
ADVANCE MAN 
ATTRACTION GUIDE 
BOOKING AGENT 
BUSINESS MANAGER ! 
^ CADDY \ 
CADDY MASTER > 
I CILLER 
CASHIER 

\ ■ 
; ^ 

iC^ECKER 

CONCESSION ATTENDANT 
EXERCISER 
FACILITY ATTENDANT 
GOLF COUNTRY CLUB MANAGER 
.JiitENSKEEPER 
HANDICAPPER 
PUBLICITY AGENT' 
PROGRAM SELLER' 



. — KEY 

en revealed: 
PROP MAN 
PROP MASTER 
RACETRACK STEWARD 
RECREATION DIRECTOR , 
RECREATION SUPERVISOR 
RtCREAllOM SUPERINTE|\'DENT 
RIDE OPERATOR 
SOCIAL DIRECTOR 
TALENT SCOUT 
THEATRE MANAGER 
THEATRICAL AGENT 
TICKET BRpKER 
T'CKET ^EiLER 
TICKET COLLECTOR 
TOUR GUIDE 
USHER 
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WOUJ.D YOU OR WOULDN'T YOU? 
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Listed below are thirty-^hree marketing careers in 
:n:ght be interested in ha ving for a career and a " 
as a career. 



ADVANCE MAN 
ATTRACTION GUIDE 
BOOKINCAGENT 
BUSINESS MANAGER 



CADDY ' 

caddy master 
calllr ■ ■ • 

CASHIER 
CHECKER 

CONCESSION ATTENDANT 

EXERCISER 

FACILITY ATTENDANT 

GOLF COUNTRY CLUB MANAGER 

GREENSKEEPER 

HANDICAPPER 

PUBLICITY AGENT 

PROGRAM SELLER 



recreation. Place a" - " next to those you think you 
■' next to those you ^vould not be interested in doing 



_ PROP MAN 

PROP MASTER _ • - 

RACETRACK STEWARD 

RECREATION DIRECTOR 
• RECREATION SUPERVISOR 

RECREATION SUPERINTENDENT 

RIDE OPERATOR 

SOCIAL DIRECTOR 

TALENT 'SCOUT 
THEATRE MANAGER 

THEATRICAL AGENT 
_ TICKET BROKER 

TICKET SELLER 

TICKET COLLECTOR 

__TOUR GUIDE 

USHER : 



Select the three that you think you would most like to have as a career and tell why you feel this way in 
the blanks below. " 



1. 
2 
3. 
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JOB HUNr 



Particrpa^nts 



5-6 Players (one player serves as the Dealer) 



Preparation 

The purpose of the Job Hunt card game is to review and reinforce the recreation careers available in 
Marketing Services and the job functions that each of the career personnel perfp/m. To prepare for 
the card game, one job title carH and one job duty card $hould be developed fcx each of the thirty 
customer service dccup^tioris be'low: 



Advance Man 
Attraction Guide 
Booking Agent 
Business,Man^ger 
Caddy 

Caddy Master 
Caller 
Cashier 
Checker 

Concession AtterTdarat 



Exerciser 
Facility Attendant 
(Solf Club Manager 
GPeenskeeper 
Handicapper 
Program Seller 
Prop Man 
Prop Master 
Racetrack Steward 
Recreation Director 



Ride Operator 
Social Director , 
Talent Scout • 
Theatre Manager. 
Theatrical Agent 
Ticket Broker 
Ticke'; Collector 
Ticket Seller 
Tour. Guide 
Usher 



Two colors of posterboard, cardstock, or construction paper should be used so^that the job title cards 
can be distinguished easily from the job duty cards. ' 



Directions ^ / • 

The dealer gives e^ch player five or six job duty cards, so that all of them have been distributed. He 
thendealseach player two job dujty cards' The rest of the job duty cards a re placed in the middle of the 
table to form the job hunt deck.. 

Each player checks the cards in his hand for possible matches of recreation job titles, and jod^uty 
cardsand puts them together in his hand. Next, each player should study the other job duty C2K*ds to 
determine which job t»tle cards he needs. A small notepad would be helpful to keep track of job duty 
and job title cards needed. 

The game is begun by the dealer. He places any matched pairs of job duty and job title cards on the 
table in front of him. If he has laid down a correct match he proceeds witfiriis turn. If he has incorrectly 
matched a Job-duty card and job title card, he loses his turn. 

If no match was placed on the table or if cards were correctly matchecT. tl^e dealer selects any other 
player and asks him for a needed job title card. If the player asked has that card, h'e gives the dealer 
that job title card. The dealer places the matched pair on the'table and earns an extra turn. An extra 
turn IS earned fof each match obtained by getting a card from another p!< *'er. 

^Developed and reprinted with the permission of Mrs. Eunice Cornelius, 
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If the player asked does not have the job title card which the dealer reqcfested. he says, "job hunt/* 
Tne vieaier draws the top card from the job hunt deck and places it in his hand. If the job title card he 
drew matcl^esa job duty card in his hand, he lays the pair on the table in front of him. If he drew the job 
title card which he requested from the other player to form the match, he receives an extra turn. 
Otnerwise. nis play is over.V 

A henever a player places a matched pair of cards on the table, he must read the name on the job title 
, -^.^fd aria the description on the jOb duty card to the other players for Uieir approval, if it should be an 
■ \v:rjrtM:t matcn. the player loses his turn. In addition, he must return the job title card to the bottom 
of 'he jcb hunt cieck. 

Thv- ^Bine cofitinues with the p-^aye" to the dealer's right and proceeds around the tab^e to the right, 
^l.iy corUinues in tfie order explain^ at?ove tntii the job^hunt deck ofjob titles is gone From this time 
on. a pljyer's turn endii when he a^ks another player for a job title card and is told to "job hunt." The 
Wrst piayef to get rid of all the cards in his hand wins the game. 

S2Tnp(e G/ime Cards 

JOB TITLE JOB DUTY 



Coordinates and arranges 
details, such as stage 
settings and programs for 
a tra\/eling entertainment 
production 



ADVANCE MAN 



CADDY MASTER 



Supervises Golf caddies 
for a golf/country club 
or touring golf pro- 
fessionals 




Secures bars or strap and 
runs amusement equipment 




Handles bookings and 
contracts f^T a number of 
e.-:' Ttainment performers 
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RECREATION RUNAROUND 

Reari each of the job descriptions belowand decide which markrtingcareer in recreationls^xplained. 
Plajce the letters of the career title in the appropriate spaces of the runarOund puzzle on the next page. 

1. Plans, organizes directs, and controls all personnel and activities for a public recreation 
department, private clubs, and commercial! businesses. 

2. Accepts fees for entrance, rents and or sells equipment and su^Tplies and provides customer 
information fOr sports facilities, such as golf.country clubs» bowling alleys, skj slopc^s. and ■ 

,^ fishing boats. 

3. provides special h.andlmg of al! business arrangei^nts -and details.for a performer, mcluding 
cof^tfacts. wardrobe, and travel. 

4. Walks horses and dogs before and after^a racQ.for people to view or to cool the ammal. 

5. Coordinates activities of racetrack personnel and negotiates with other racetrack officials and 
the state racing commission. ' - .> 

6. Directs ail activities and personnel for a golf or country club, including the dining room, pro 
sliop. and grounds. 

7. Purchases large numbers of theatre tickets and resells them at varying pnces depending upon 
the time and demand, - , ^ ' « " 

8. Oversees one area of activities and personnel, such as tennis, indoor games, or swimming for any 
recreational center, club, or business. - I . 

9. Greets customers, directs them to their stations, secures on straps, or bars, and runs the 
acmjsement equipment. 

10 Coordinates and directs all recreation activities and personnel at a cerUer such as a comniunity 
recreation area, YMCA. camps, or private resort. 

11. Escorts clients to desired places explaining special, points of interest: on a trip may cfieck 
accommodations and other rearrangements. 

12. Handles a number of performers to secure contracts and bookings for entertainment purposes. 
• 13. Arranges necessary display props oo a theater stage for a production or event. 

14. Supervises all activities and workers m a movie theatre or playhouse. 

15. Announces numbers and letters drawn m a bingo game, records tfiose dr'alr^ and distribiites 
prizes to winners. 

16. Represents certain entertainment businesses m securing performers or attractions for the 
businesses. 
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■D»-v'-1oped .iiid reprinted .vith the perimsbion of Miss Barbara J. Wilkie. 
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Thebt^iarketing careers in recreation should have been named in the puzzle: 
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For the good times! 
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Recreation includes leisure activities in which people engage-for entertainment or amusement. 

■^Entertainment activities are those in which the person is not an active participant; rather, he is a 
spectator or listener. These would. include movies, attractions, concerts* and sports events. 

Amusement activities involve the individual actively as a participant, such as golf, water skiing, 
camping, games. 

Many businesses ftre solely concerned with recreation activities for amusement or entertainment, 
such ascountry clubs, theaters, and amusement centers. Vany other businesses provide recreational 
activities and facilities to appeal to their customers, sucn as hotels rnotels. transportation com- 
panies, and real ostate devfelopments. 



Some of the marketing careers in recreation include: 



Advance Man 



■ j 



Coordinates all arrangement details, s^uch as tickets, programs, 
state setting, and. publicity for a traveling entertainment produc- 
tion. 



Attraction Guide 



Explains various points of interest for visitors to a special tourist 
center or event. 



Booking P\g^n[ 



Represents certain entertatnment businesses in Securing per- 
formers or attractions for the businesses. 



Business Manager. 



Provides special handling of all business ar/angements and ce- 
tails 'or a performer, including contracts, vy^ardrobe, and travel, 
(sometimes called a' business agent). 



Caddy 



Assists a golfer by carrying his equipment, making sure it is in 
proper condition, advising himon course conditions, and ke^pVng 
his score. 



Caddy Master 



Supervisor of golf caddies tor a gotf country club or professional 
touring group. 



Caller 



Announces numbers and letters drawn in a bingo game, records 
those orawn. a^d distributes prt/es to winners. 



Cashier 



H/indlos the exchange of money for entrance fees. bets, win- 
nings, or change ?n places such as movie theatre's, racetracks. 
:ind drnusemerU centers. 
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Che'cker 



Examine^ winner's bingo card to determine its correctness, may 
provide change and cards to piayers. 



Concession Attendant 



Sells foods, beverages, and novelties at an amusement or enter- 
tainment business, including ,novies, sports events, and con- 
certs. 



Exerciser 



Walks horses and dogs before and after a race for people to view 
or to cool the aninr al. 



Facility Attendant 



Accepts fees, for entrance, rents and/or sells equipment and 
supplies and provides customer inforr:iation for sports faciliti^, 
such as golf /country clubs, bowling alleys, ski slopes, and f ishlVig 
boats (called a racker in billiard parlor). 



Recreation Superintendent 



Plans, organizes, directs?, and controls alt personnel and ac- 
tivities for 3 public recreatior? department, private clubs, and 
commercial businesses. 



Ride Operator 



Greets customers, directs them to their stations, secures on 
straps or b^irs, anJ runs the SMi^usement equipment. 



Soci 5 1 Director 



Talent Scout 



Arranges fOi other activities than those provided by a club or 
facility, such as fashicn ihows, theatre tickets, tours, etc. 

Travel's to various entertainment spots looking to f\(Tdjiew per- 
formers for theatrical agencies and entertainment producers. 



Theatrical Agent 



Handles a number of performer* to secure contracts and book- 
ings for entertainment purposes. 



Theatre Manager 



Supervises all activities and workers in a movie theatre or 
p!'2yhouse. 



Ticket Broker 



Purchases a large number of theatre or performance tickets and 
resells them at varying pfipes depending upon the time and 
demand. 



Ticket Seller 



Handle:* Tioney and tickets to : dmit customers to an entertain- 
inent or amusement business, such an amusement park, or 
tourist attraction. 
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Ticket Collector 



Takes tickets from customers as they enter an amusement or' 
entertainment area. 



Tour Guide 



Escorts clients to desired places explaining special points of 
intere'St; on a trip may^check accommodations and ether 
arrangements. 



Usher 



Shows patrons to their seats, providing atiy necessary informa- 
tionand sometimesprograms, for such placesasconcerts, plays, 
movies, and sports events. 



Different kinds of f^cr^atbn activt/.v: and tacilitie^are designed to se'^'e different groups uf people. 
Camps and amusement parks, for (^ vc^mple, are primarily designed for yov* people. Golf and Country 
Clubs primarily cater to aduJ*s. Svti?> recreational businesses such as movie theaters and certain 
attractions may appeal to aii grou^§ of people. ^ 
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' BUSINESS SERVICES SCRAMBLE 

i ' ^ 

I 

Unscramble^he terms beiow to reveal the ten major categories of business- services. The first two 
students to complete the puzzles will become team captains fof a ''career investigation in business 
services." 

Ft F I CO * • 



T N P R M I 0 0 0 { 



LSSEA 

G B Y N I U . 

KGWRTNIE KREERCA 



LAANNJiCF ^ ^ ' ■ ^ 

TEA M I E N {? a ' 



PYMMEETNOL 
R Y S T E I V C 



P ^1 T G A N K I E G M T A A f E'N N M G C N 0 I S T U L N 
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BUSINESS SERVICES SCRAMBLE— KEY 

Unscramble the terms betow fo revea' the ten major categories of business services. The first two 
students to complete the puzzles will become team captains for a "career investigation irr business 
services." 



F E F I CO 



K G R T N I E H R L [■ R C a; 



OFFICE 



TNPRMiaOO PROMOTIOf^ 



L S S £ A* : . . SALES 



GBYNIU- ' • BUYING 



MARKETING RESEARCH 



L A A N N I I C F '''NANCE 



T E A N N M I E N C A MAINTENANCE 



PYMMEETNI^ EMPLOYMENT 



RYS.TEIVG SECURITY 



R M T G A N K I E G '-1 T A A E E N M G C N 0 I S T U L N 

MARKETING MArMGEMENT CONSULTING 
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MARKETSr^G CAREERS IN BUSINESS SERVICES 
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There are ten rnaj^r categories of business services: 

Promotion Ser//ces— provide special services to help an organizatfon promote its products, its name-, 
and or its services; examples include advertising agencies, advertising checking service, advertising 
specialists, sales contests organizers, sales promotion agencies, display designers, display installers" 
distnbutmg services, and public relations firms. 

Sales Services —handle the sale of special or all lines of productsfor a company or several -.^ompanies; 
* may conduct special sales sucri^as auctions or business liquidations, 'and may engago in tne sales of 
businesses; examples include manufacturers' ager;j5 and representatives, distributors, business 
brokers, auctioneers, an(j liquidators. * * . *• / 

Buying Stwcei. — places orders for merchandise. arranr,es for sf)ov/rooni visits by company persort 
neJ, and pro\/Kjes suct^ ir^formation as sales trends, new styles n|^w colors, or new models; examples 
include resident buyers, purchasing services and brokers. • ' , 

9 

V.ir^f '//Ti; S<tv 't. f/'ij - p^^i^vide information to organizatioris to guide^them in ma^:ng man- 

.ij^'e'Ment an:: pohoes, may perform such services as determne. consumer prefi'rences, 

evaluate sal^^s c ampauins, identity neA market^, determine commerciai coverage area radjo-end 
television s\at'ons and couduct opinion polls examples include advertising; research, n.aiket re- 
search, moti;ation research, consumer research, and calculating service 

Marketing Management Consufjtng Serv/res - study the operations, procedures, policies, and'or 
organization of a'^compcfny and recommends ways to improve its effectiveness and efficiency,, 

Office Serv/ces — include a variety of servjces which either supplement the activities conducted in a 
company's offices or provide special services which improve the operations and activities of a 
company's offices; include, such examples as secretarial services, addressing. services, copying 
services, delivery service, telephone answering services, and office equipment. rentals and leases. 

Security Ser/zces -help to safeguard the property of a company and provide recommendations c 
ways by which a company can improve itsov'n security measures; examples include *j>ecurity consuU- 
ing, shoplifting p ection. night surveillance, watch dog security, guard service, and detective . 
services. ' / 

Maintenance Services — 'ielp to maintain the cleanliness of a company and keep its equipment and or 
physical surroundings m good repair; exam'ples mclude window washing services, janitorial services, 
Unen service, uniform service, renovation services, and equipment maintenance services. 

^ • - J 

Employment Serwces— serve as a middleman or broker either for a job applicant or a company m 
bringing the two together-and matching the right person to the right job; may provide persons for 
permanent, part-time, or terrjporary employment; examples include employment agencies and em- 
ployment contractors. 

\ K ' 

Financial Business Serwces— provide such services as accounting, bookkeeping, credit investiga- 
tion, and collection services' to companies. ' 
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Examples of marketing careers found in each category of business service include: ' 

Marketing Careers Common to All Business Services 

Saiespefson, Businesz Serv/ces— solicits and sells various types of business-services^ develops 
lists of prospects, calls on prospects to explain services available, writes orders, and schedules 
initiation of services. 

Service R^epresentative — calls on clients on a regularly sclVedxjIed basis or as needed to determine 
custorrier satisfaction with the service and to resolve any complaints which the customer may 
have" . \ 

Owner / Manager — directs all of the activities, operatiorls. and personnel involved in a company 
which produces and markets a particular type of business service. 

Unique Market/ng Careers in Business Services 
A. Promotion Ser.'tces 

Ady-erti'smg Agency Manager — directs the activities of an ad\/ertismg agency includmg such 
things as planning advertising cam^^aigns. coordinating the activities of the various departments 
within the agency, solicitmg new accounts, and conducting maj:ng5 with agency personnel and 
clients. . ^ . . ^ 

Advertising ."^ss/sfan^— assists irs pla-ining advertismg prog'-ams to promote the sell of a 
company's pj'oducts or services. 

Advertismg-Display Rotator — assembles and rotates advertismg displays-^to different outdoor 
locations. 

Copywriter — obtains information atx)ut a product or service and the advertising sponsor and 
prepares the original copy for a printed ad or the written script for radio, television, or other audio 
"ad\'ertiswi^ means. ^ . * *^ 

Display Designer— <:reates and plans displays on a drawing board! 

DiSDfay ..vran— arranges tf^ merchandise and proos into an attractive display as created by the 
designer. . - 

Display ^^an3ger — coordmates act^v.^t.-es with otne' departments :n determining merchandise to 
be displayed and super,Mses display .vof-Vers.. 

Display Technician^crepares ana cleans dispiav area and asse^^b^es or returns necessary 
rr^rchandise-ard urcps for the d:sc)^y man. ' 

D.'SD^ay Tr/.-r -re"— -adds tne back dro;:3s. *loo' covering, and other c:sp?a>' accessories mdicated by 
the dJSDiay nian. ^ • , 



■•■':j5rr.r::.r — ceates a p:~ture c ces'gr: to O'ab'^' s'^^o^^- a ^^r:^c:L:^::t O' ser^Jce described in the 
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Proo^reacfer— .compares the final copy of a^n ad. story, article, etc., with the finished printed 
product to detect and cor/ect any errors. 

Public Relations ^fan--plans and conducts programs to deveiop goodwill for a business, organi- 
zation, or institution. 

Sales Promoter— 'P\ansan6 coordinates special promotional campaignsusingtechniquessuchaa 
samples, contests, starffps. coupons. ^ . \ 

Sign IVnrer— creates by hand or^jses a sign printing machine to make display showcards, 
billboard signs, and other visual promotion aids. 

B. Sales Services 

-* 

Auctioneer^seWs products or merchandise to highest bidders at an auction: may plan and 
conduct the auction sale including the appraisal of the merchandise and assembling it into 
designated lots according to certain values or classes, 

BuS'Hess Sro^e^— usually specializes in the sale of businesses; solicits owners who desire to sell 
their businesses and buyers who wish to purchase a business and brings the two together ^^o 
transact the sale. 

D/sfr/^L *or^serves as a sales agent or reoresentative for one or more manufacturers; may sell to 
other manufacturers, wholesalers, retailers, or to the retail consumer, 

LiQ'jidator^a'.ranges for and conducts the sale of certain lines of merchandise which are being 
sold out or discontinued by a business or may arrange for and conduct a close out isale of a 
company's entire inventory. 

Manufacturer's RepresentatneseWs a maP;jfacturer*s goods to wholesalers and retailers for 
resale to cor.b jmers. 

Pioneer Sales- ^jt— serves the rnanufacture-' by promoting or selling new products, new uses for 

products', or r,a- ^ se'ling methods pnmartW' to who'esalers v^ho usually are new customers in a new 

territory. 

^nyess.'onal DeTionstratT-r— creates buw;n^ interest on part of industrial and or ultimate con- 
sumers c\. demonstrating features and qua^it.-es cf a product. 

C. Suv'-ng Services 

*^5se.'-!:.'e-— buys goods in srr:ai.^ lots and -ese^ls them in large grcups. 

Srcie^— buvs goods cr services as an agent Ahoiesaler for -esa^e to whoiesaiers. ^etai!ers. 
r^arketing servrce indu5tr*e<. or consumers. 

5 ^..^r or::er5 ne^'cranai'^e fcr a retainer cr /f j^o/esaler tor resaie tc consume^ or a retailer, 

D'Str-^-TC"— b^vs xcods "^rom 3 rro^Lcer ar^z ha-^dies sales, service, and comction tc "etajlers 

3£W - , 
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Importer --buys foreign goods for resale to retailers and wholesalers. 

Jcbber^buys merchandise in odd lots (quantities, sizes, etc.). prices and packages them If 
necessary, and reseHs to retailers. 

Resnient Suyer— buys apparel, dry goods, general merchandise for retailers or wholesalers from 
his office located at a central market. 

MarkeUng Research Services 

/Ana/ysf— studies and interprets the data that is collected. 
Code''— gathers, sorts, classifies, and tabulates necessary data, 
D/re^ for --coordinates and administers ali personnel and policies. 
cccr?cv-?/s?— serves as a consultant to the director and research team, 
f Ll.ror—develops and oversees the use of a m.ailed questionnare. 
E.^i'L^aror— observes actions of peop^e without talkmg to them, 
/.'^fe'^;'/fHve'-"Conducts surveys with a dtrect.^face-to-face contact, 
■'n; esr''£3for — conducts a continuing survey with a panel group. 
5ce^c.3';sr—conciucts e>:penm.ent3< research bv testmg a scale m.odeL 
S.^r-irtiSi?-^— trains ana oversees field personnel handling sur.'eys. 
Te.'ephorse Sur.'eyor — obtams the survey mfcrmation by use of a phone. 
Tr^-aee— assistant to the supervise^, specialist or analyst, 

\"ana^e'r^en: Consu^tan:—%{i.:i\es tne crganizat.on and ope'-at'on of a given company and rec- 
O'^rr^.ero's Changes to increaser'^f -cency: may speciaiize m such areasas personnel organization, 
r'^^r-'over r^otiv'atfOP, time-ana-m:;tiori sti^oies. 

Persc-mel Man^agement Co'^'Suitant 
Employee Vot. nation Consultant 
T.--e-3r;n-'v'Ot:on Consj'tant 

t C?'^>b'*:?':r --r-ecc:^"^er:ts changes coi'Ci^s an:i z'0ZC3iircs used m mercha^dis-ng 
cooa^ a-^d se'^^ces: a:ds ^n ciete-n-vrg d'st'^t^tion charre s and poi.C:es; may spec'3*:ze in . 
r^'eri-^^ ccnsu^tativr ser-.-ces .n c^e of the mari-et:ng *unctiO":s, i.e. rromotjon. finance. , . 

P'orr^Gt c'^- C::nsu'ta-^t " 

Sa-es Co'^s^i'tar^t — ■ ■ * 
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Financial, Business Services 

Co/recfor-— iocjtes custcriefs to coilect tnst.rlifnents. overdue accounts, or bad t;hecks- 

Cc!iect:on A,^ency '.'.Tna^^er - ^nay purchase the "accounts'due** trorii a business at 3 discou^nted 
pnce c be've as tl^e cd^'rc'iicn .igefi? tor the cortpany fo'' a percentage of the dollar amount 
collected: directs, thr acT^vties r.na :>ersci^re' e-igaged in collecting past due accounts or bad 
becks. ' " 7-^ 

?:r-e'-::cn C'V-** s^cti^ e^ custc-r.ers or dciinqi.ent accounts and atteinpts to obtam payment. 

C'edit Ana!;, st — evaluates ::.aying haoits of custon"»e!^s who are delinquent m paying their bills to 
determine whax act-on a- company snould tane. 

C.-ec'T 3 j-ea-j V-}-:,^^:e.-^ jrec's the acti^.? ties and oerscnnei er.gaged in audit m vest igations and 
reccm."'^.encs a c red tt statiiS of indu'.cuals, and provides the credit reports to company personnel, 

Crea^L C.'e.^^^ — .e^ties c^'e.j^t refe-^ences and information gi\,en on a credit application: may 
determine or reccmmena credit Mmits. 

Crec-t ar~d Cj^iectc--: ^'a-^^^e: —z]rects the activities and personnel engaged m credit investiga- 
tions and coilections. 

CreC/t' i -.est.'iaror— checks past ^-^istcy and cu^^ent status of persons and businesses applying 
for credit: evaluates h;s ' ndm.gs and submits a report to hts client or credit authorizer of the 
company. 



306 



304 



^ BUSINESS SERVICES TWIRL 

PARTICIPANTS 

1 Moderator judge 2 Teams 1 Scorekeeper Timer 
PREPARATION: 

"^-e purpose of th.s game activity is to familiarize students with mark'etmg careers in business 
serv.ces. Se^ect a student to serve as a moderator judge and one student to serve as the scorekeeper 
:\nc\ timer. Divide the rest o^ the class into two teams and have each of the teams choose a captain. 
Eac*^ team civpta^n will arrange Tus group in the order in which they will take their turns at the wheel. 
The -rc'derator fhp a coin to determine which team will begin the game. 

DIRECTIONS- 

Trre rouiette .vhee' s-oat, on the game board depicts many of the marketing careers found m business 
serv'Ces. The ^irst player cf the team winning the toss starts the game by spinnmg the arrow. The 
student must gwe one job duty of the career on which tne arrow lands, and identify the category of 
business service n ^shicn it is found. If he answers correctly, his team receives one point. If he does 
net ans.ver ccrrectiy. the first player in the opposite team may answer the question. If the opposing 
team olayer is correct, he scores a point for his team and also takes his turn. If the opponent is not 
correct, his team does not earn a point but he still takes his turn- 
Each team r.as 10 seconds to give his answer. If he doe^ not answer within thJe t?me period, a buzzer 
sounds ano the apposing player may give his answer, if a player spins the a?row and it rests on the 
"Bonus** area, h^s team earns 5 extra points and spins the arrow again. The game may be played for a 
given time period. 45 minutes, or for a given number of points. 20. 
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BUSINESS SERVICES TWIRL CAMEBdARO 
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BUSINESS SERVICES CAREER SEARCH 

Forty ol the nvirKeting careers found in business services are iricluded in the puzile below. As a imt, 
ther-a dre 28 careers across and 12 careers down. Circle each title when you locate it. 

ADVERT ! S INGAGENCYMANAGERTUS" 
DE\'10NSTRA T0RKA'/ATCD0TUVWCA Pv, 
Vf nTCAMAPESUMLCOMEVAESTURAM 
E L A 3 T L E C B A K J M U C 1 N T E R V I E E R T 
RES ! DENTBU YERALSTURWASDDDCX 
- TOSVlSAB ECONSULTANTOLJl I iO S 
1 LEPVPROC'F READER MN i SUTTRTLH 
S A V 0 K _ E C 0 N 0 M I S T C A T A " S U A H ' 0 E C L • 
! £ B R 0 R S T N A P Q R S T E R A, 1 C T 0 R C L E S 
\ ^i. L T E" S 0 P A Vi T R U 0 A S E N M 0 S U 1 £ C K 
3 L E e C 0 P Y ■ Vv' R i T E R R E S G G R R M 0 0 R T B 
DARRSNECMTC RED ! TANAL YSJRK ! L 
i LLUSTRAT0 RTU5MANES0 PCEK NOY 
SALES PROMOTERV AND 1 SP LAYMANP 
FU5L : CRELAT IONS VAN \'. 1 SUPEUCO 
L A V 0 U T A N D E A -N' E L Q U V S A M E S E C L U 
A U V ;\ X 5 T U V C D i 5 T R I B U T 0 R L A V T E Q 
Y 'E 5 C R E D I T B U R E A U M A , N A G ERST I R W ■ 
R 0 V A S E D I S = L A Y D E S I G N E R T , U M 0 K L 
0 A N E = M A \ A G E R T U S E M A T E A -V, S U N G 
T E - E = H 0 \ E S U R V E "Y 0 R R A \! J 0 B B E R J 

V S'AD i SPLAY TR I E RACESP^ 

T = ■ N £ £ \VA P V E V '.V X L i Q U ! D A T 0 R P Y- 
.j : = E; D- ! ' 1 M £ S T i G A T 0 R M 0 U S D A V E 
REPRESE NT A - ^ VESE'TAS BUYERTD 
- A V t T S 'J N A V 5 U 5 i N' E S S B^-R 0 K E R A S 
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BUSINESS SERVICES CAREER SEARCH— KEY 

Fo^ty of the nvi'Keting careers found in business services are inciuaed in the pu72!e below. As a hint, 
there are 28 careers across and 12 careers down. Circle each title when you locate it. 
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MARKETING CAREERS 
WITH 

BUSINESS SERVICES 
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PROMOTiON 



SELLING 



BUYING 



RESEARCH 



MARKETING 
' MANAGEMENT \ 
CONSULTING 



OFFICE 



SECL)RiT\' 
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61 

MEETING THE NEED !N BUSINESS SERVICES 

Exn-nplesof len differeni bu$ine*i,5 ne^sare given belcw. For tj^ch of the needs described, you are ' 
to determine the category of Dusiness service which could fuiftil that need and list it under the first 
column. In the second and third columns, identify two rparket-ng careers which might be involved in 
providing that particular service. For the purpose of this'assignment-, you are not to identify the three 
common ma?'kettng careers in the first six categories. 



NEED '* ' 


SERVICE 
CATEGORY 


MARKETING 
CAREERS 


1. The o.vner of J^li's Children's Shop iS not 
skfHed in display, out recognires the need 
for attractive vsmdow and interior displays 
A^^'.ch are changed on a re^uiar basis. 

2- joe manjfacture-'-s surf boards. He does not 
have a sale*^ '^orce of h.s o.vn. out nee:is to 
hawe h;5 ?ine so'^ to aopropnate .\hciesa!- 
ers anc: 'etai^ers 










3. j'-j*»i?ianstoopen a sma!! g'ft shop ^eaturi'-^ 
^ lin!queg;ft^temsfro■"n a-O'-e^the .%or;d. He 
r"^ee-:^s neic m seiect-ng and obta-^.n^; 
;'^ventcr> cf me^'chandise: * - 


* 

■ 


- 


jane has lust C3mpletei>'jnn!^g a soeci^i. 
month-long sales promotion fo^ her hobby 
shcD- She 'S am«iou5 to have a comc^ete 
^w'alLM*j'^'p m^f^ ■'^■f c^mnai-n's — f*<^r- 
t^-eness so that sne m!£;ht make t-jture 
campaigns mo^e successful. She coesn't 
have tne time or tre staff resources tc ro 
the studv *^e^se:*. 

5. 3-!!. tnr O Are- o^ Bi Ts Raao anz Te^ev^sicn 
P^D3'^. .va*"ts to extend credit r: '^:S cus- 
tomers, r-ut trecause ^^e ;s a "c-e ma^'^ 
s*i r A . ' dr-es'^'t ^•.a'^t the resDC^s-b' .'t » c"^ 


I 

- 
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NEED 



6. The ''Rough and Ready" jeans factory 
opens in six months. Tbe Board of Directors 
must determine' how the jeans should be 
distributed. None of the Board's members 
has had experience in marketing, and the 

. • factory personnel are only skilled in man- 
ufacturing.- 

7. Brown's Department Store is experiencing 
serious losses from shoplifting. Something 
rr^^st be done to control it. 

8. The Twilight Sapper Club does a large vol- 
ume ©f business. The manager wants to up- 
grade the image of his business by adding 
table cloths, but he doesn't want to supply 
his own. 

9. Dr,. Ra^ph Br^^ntley isa popular medical doc- 
tor:in tow.n: He is interested in subscribing 
to an answering service to handle all of his 
calls on the weekends end at night. . 

IG. Honest Joe Jonej p'ans to run for mayor of 
the city. He pians to set up a temporary 
cffrce for his campaign and needs the ser* 
vices of several secretaries and recep- 
t'onjsts. 



SuRVICE 
CATEGORY 



MARKETING 
CAREERS 
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PERSONAL SERVICES SEARCH 
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Listed be^OA are twe^nty rnorketmg careers in personal services. Can you find then^ in th^ puzzle on the 
nett C3ge^ They can be found across, down, and.diagonaliy. Seven of them are written backwards. 



Bjtfer 
Bodyguard 
Cari^,ashef 
Cerretery Director 
Ceme.ery Worker 
^^un-.igator 

Funerah Atte.^^dant 
Funeral Chauffeur 
Funeral Diracto^ 
Grourdskeeper 



Kennel Operator 

Lady Attendant 

Marina Attendant 

Memorial Agent 

Meter Reader 

Parking Lot Attendant 

Pest Control Operator 

Renta) Agent 

Service Advisor 

Sei'v .,e Station Attendant 



V 
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PERSONAL SERVICES SEARCK 
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PERSONAL SERVICES SEARCH — KEY 
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PERSONAL SERVICES 
PLEASING THE PEOPLE 
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Persona) service businesses are those which provide special services which are unique to the indi- 
vidual consumer's needs. 

Personal service businesses which provide marketing career opportunities can generally be grouped 
into the following areas: 

Personal Care— dry cleaning, diaper service, beauty salons. 

Automotive Ser^/ces— parking lot. service station, repair shops, car washes. 

Home /Wa/nfenar?ce— interior decorating, domestic service, pool care, lawn service, pest controL 

Marine Serwces— f uel service, boat repair, dry dock storage. 

Burial Service — cemeteries, funeral homes. ^ 

Pet C2re— boarding kennels, grooming shops, training schools. 

Profecf/on— security services, detective agencies, bodyguard services. 

Rental /^genc/es— equipment supply, storage space, trailers/truck leasing. 

Utility Compan/es— electricity, gas. water. 

Three classifications of careers are found in personal service businesses: 

3. Careers which actually produce the service 

b. Careers which promote and sell the service 

c. Careers which operate and manage the personal service business itself 

The marketing careers found in ail personal service businesses include those which promote and 
market the personal services as well as those which operate and manage the personal service 
businesses. In those personal service businesses, which specialize m oneof the marketing functions, 
such as storage Companies, marketing careers may also be found in actually providing the service 
itself. 

Examples of marketing careers found in each category of personal services are: 

MARKETING CAREERS COMMON TO ALL PERSONAL SERVICES 

Owner Manager Directs and controls all activities, operations, and personnel in- 

volved in a business which produces and markets a special per- 
sonal service. 

Sales Agents Assists the customer in selecting ♦'le service to suit hisneedsand 

handles the sales transaction; is sometimes called an attendant 
and m^y actually perform some service. 



Service Advisor 



Gives the customer specific information concerning the service, 
rates, etc.; sometimes combined in small businesses with 
another job. 



Some marketing careers which are found only within particular personal service businesses include; 



MARKETING CAREERS UNIQUE TO PERSONAL SERVICES 



Automotive Services 
Car Washer 

Cashier 

Parking Lot Attendant 

Service Station Attendant 

Burial Services 
Cemetery Director 

Cemetery Worker 
Funeral Attendant 

Funeral Chauffeur 
Funeral Director 

Groundskeeper 
Lady Attendant 
Memorial Agent 

Merhori^l Counselor 



Cleans inside and/or outside of an automobile u<,(j'3lly at an au- 
tomatic washing unit; may also pump gasoline and write sales 
tickets. 

Totals bill and calculates tax. handles the closing of the service 
transaction at parking lots, auto repair shops, and car washes. 

Gives customer claim check, parks the car or directs customer to 
a spot. 

Assists motorists by filling gas tanks, washing windows, and 
checking oil. 



Supervises all workers and activities for burial preparation and 
grounds maintenance at a cemetery. 

Prepares graves for burial and maintaiiis cemetery grounds. 

Performs many tasks inncluding movement of casket, escorting 
mourners, and assisting the director. 

Transports body fro n death place to mortuary to cemetery. 

Supervises all activities and personnel for burial preparation and 
services. 

Maintains the grounds and monuments of a cemetery. 

Prepares female bodies for funerai services and burial. 

Handles arrangements and coordination of burial activities and 
personnel. 

Assists clients in selecting plots, and crypts, grave coverings, 
markers, and service details. 



Home Maintenance 



Butler Greets guests, escorts them to sittingarea, serves refreshments, 

and provides services a§ they are requested. 

Fumrgator Treats a home infested with termites or other household pests. 

Interior Decorator Reviews house or apartment and makes recommendations on 

colors, fjrniture, drapes, and accessories; securesthe necessary 
personnel to handle the work and supervises ali activities. 



Lawnman 

Pest Control Operator 

Pool Serviceman 

Marina Services 
Marina Attendant 

Personal Care Services 
Counter Attendant 

Deliveryman 

Pet Care 
Groomer 

Pet Assistant 

Trainer 



Cares for the ma ir7,te nance and appearance oif iawns, shrubs, 
treesand related otitdoor grotjndsareasfor personal residences. 

Sprays inside and outside of homes to prevent bugs, termites, 
and pests. 

Inspects, cleans, adjusts, and repairs swimming pools, decks, 
and related equipment or materials. 



Assists customer in obtaininc gas, oil, and water; loads boat into 
dry dock storage or boat slips. 



Handles sales transactions, writing orders, obtainingand receiv- 
ing merchandise. 

Transports merchandise which has been servicec or rented to 
and from customers, such as laundry, dry cleaning, and baby 
diapers. 



Cleans and improves the personal appearance of pets, usually 
dogs. 

Feeds and exercises pets who are being boarded, cleans cages 
and p>ets. may pick up and deliver animals. 

Teaches animals to obey on command and instructs owners in 
proper techniques of working with their pets. 



Protection 



Bodyguard 



Escorts client, watches for dangerous situations and persons, 
inspects lodging, transportation, and recreation settings. 



Rental Agencies 
Packer 

Utility Companies 
Meter Checker 

Meter Reader 



Prepares goods which are gomg to be stored by customer in a 
warehouse and places it in the proper storage area. 



Inspects meters to determine accuracy of r'^adings and proper 
functioning. 

Checks utility meters, usually monthly, to determine amounts 
used by customer. 



PERSONAL SERVICES SPIRAL 

Read each of the job descriptions in personal services below and decide which marketing career is 
explained. Write that title in the blanks on the spiral puzzle on the next page. 

JOB DESCRIPTIONS 

L Cleans inside and/or outside of an automobile, usually at an automatic washing unit; may also 
pump gasoline and write sales tickets. 

2. Greets guests, escorts them to sitting area, serves refreshments, and provides services as they 
are requested. 

3. Transportf> body from death place to mortuary to cemetery. 

4. Directs and controls all employees and activities for a business which boards animals. 

5. Handles transactions for leased merchandise and gives information about its use. 

6. Assists customer in obtaining gas, oil, and water; loads boat into dry dock storage br boat slips. 

7. Assists motorists by filling gas tanks, washing windows, checking oil and water. 

8. Treats a home infested with termites or other household pests. 

9. Supervises all workers and activities for burial preparation and grounds maintenance at a 
cemetery. 

10. Gives customer information concerning the repair or improvement of merchandise. 

1 1. Inspects meters to determine accuracy of readings and proper functioning. 

12. Sprays inside and outside of homes to prevent bugs, termites and pests. 



322 



PERSONAL SERVICES SPiRAI^— KEY 




PERSONAL SERVICES SITUATIONS 
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In eacfi of tlie situations below, people with marketing careers in personal services are faced with 
decisions to make. Show how you feel by placing an "X" along the line to indicate your response. 

i. If you were a funeral director how would you tffal a funeral attendant who made jokes while 
escortir^g mourners to the funeral sefvice? 



I 1 L I I 

Boot '£m Out Burt Second Chance Stan 

2. As a marina manager, you notice that your marma attendant has put boats in the wrong slips for 
the third time this week. How would you react to his mistakes' 



Hard-Hearted Harry Spongy. Soft Sally 

3. A funeral chauffeur observed the Lady Attendant slipping a diamond ring from the deceased's 
finger into her pocket. How would you react? 



TeK-AII Timothy Closed Mouth Clyde 



The meter checker turned m his repof;ts on incorrect readings made by meter reader #11. When 
the meter re^ader found out about the report, he swore at the meter checker and slammed his fist 
on the desk. How would you rojct as the meter checker? 



Disgusted Dennis Laugh-lt Off Luke 

5. Tfie service station operator fired the night service station attendant because a customer-had 
waited ten minutes to get gasoline while he talked on the phon-a. How do you feel about the 
operator's action? 



Rea! RiDoff Randy 



Right 'On Richard 



CLASSIFIED PERSONAL SERVICE CAREERS 

Rt-v.eA' tne classified sections of nev.^p iper rind fmd job openings for ten marketing careers in 
;)erson.:ii services. Clip the ads and glue then the first column' In the second-column name the 
career and business involved. In the thirct coiumn. identify at least one consumer situation that the 
rnjrketing career person would handle for the advertising business. 



NEWSPAPER WANT ADS 



CAREER AND BUSINESS 



CONSUMER SITUATIONS 



NEWSPAPER WANT ADS 


CAREER AND BUSINESS • 


CONSUMER, SITUATIONS 


• 
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LOOK WITHIN YOURSELF. SEE WHAT YOU NEED AND WANT' 

* > » 

f 

. . . Then pick out the )</b that matches your needs and wants. 

Different peopJe want different things from a career and job. Look at this 
* list and pick the things you need and want. 

Opportunity to advance Good pay 

Security { Flexible work schedule 

Challenge and excitement Selection of work 

- Satisfaction of seeing surroundings 

results of your work ^ - 

Most people need and wsjit ;erything we've listed above. How much each wants wilt vary from person 
to persoQ. 

is THEREuA JOB IN THE LODGING FOOD INDUSTRY THAT WILL SATISFY YQUR AViBITIQNS? ' 
Tc find out let's take a closer look at the industry. 



LODGING AND FOOD CAREERS 

Lodging businesses provfSe sleeping and resting accommodations to their guests. Lodging bjsines- 
ses include Hotels, motels, and resorts. Many of them afso provide food services. The food service 
industry provides customers with the convenience of prepared food and beverages. Types cf food 
service businesses include restaurants, cafeterias, fast food operations, and catering firms. Together 
the food and lodging businesses are often called the hospitality industry. 
• 

In our mobile society, the demand for lodgmgand food services has increased tremendously through- 
out the nation. With Florida's many recreationai and tourist industries drawing millions of tourists- 
every year, the food and lodging services have become the leader in providing career opportunities. 
Some of the marketing careers available in food and lodging include: 

•V;Ar?K£7*. VG CAREER • JOB DESCRIPT/ON 

Assistant Yanager Aids the restaurant manager m operating the business 

Bell Captain - Organizes and supervises the act vities of bellmen 

BeUria^ Provides special services for guests mciudmg baggage handling 

Susboy Ciears and sets tables, aids waiters waitresses 

Casnier Handles pavment of bills, cashing of checks, and making daily 

reports 

Caterer ' Pians. ejects, and controls pe'^sonnel and activities in the prep- 

aration and ser.'ing of food prepared and delivered to a client 

Checker Totals food items on cafeteria tray and places slip on c:u5tomer's 

t-ay ' , ■ 

Corventicn Coordinator Organizes andloversees program and facilities activities for-a 

meetpg^'ssists guests in handling meetijng detarfs ^ 

Counter Girl Serves food customers at qu'fck-serjice. seating 

Doc^rman Greets guests at the door, h^as baggage and automobile taken 

care o* for customers 

Eie.-atO" C^yera'^.or ' Runstheeievatorforhoteiguestsand providesthem information 

Executive Assistant Aids the innkeeper rn supervising personnel and activities in a 

hotel motel 

Execut ve Housekeeper Inspects rooms and put'ic areas for cleanliness and order and 

supervises housekeepers 

Front Desk Suoervisc Coordinates aii front desk act. vities and workers in a hotel motel 



Head Waiter 
Hostess Host 

Innkeeper 
Maitre d' 
Night Manager 

Parking Attendant 

Purchasing Steward 

Purchasing- Manager 
Recreation Coordinator 

Reserw'ation Clerk 
Restaurant K'^.ar.ager 
Room Clerk 
Sales Vanager 

Service Supe^'intennert 
Serve" 



Oversees ail dining room activities and serving personnel 

Greets customers as they enter a dming area and escorts them to 
their table 

Directs and controls aJI lodging activities and personnel 

Supervises all food preparation and serving personnel 

Supervises closing of day's books and arranging the following 
morning check-outs 

Parks, secures, and returns a guest's automobile and gives him a 
claim check 

Pcrrchase^ foodstuffs, equipment, and supplies for a food service 
business 

Directs all buying activities for a food lodging chain 

^lans- organizes, and supervises leisure activities for lodging 
guests 

Recervesand handlesadvance room requestsand arrangen'.ents 

Directs and coordinates all food service workers and activities 

Assists gLiests in selecting and registering for their rooms 

Supervises a!l personal selling and promotional personnel and 
activities for a hotel 

Coordinates all public area activities and workers including bag- 
gage handlers, doormen, elevator operators, and mainte- 
nance personnel 

Takes cr:jer and serves food to cafeteria customers 

Answers questions concerning food, writes and places orders, 
and serves the customers 
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LODGING/FOOD SERVICES SCRAMBLE' 

There are rr^ar'y ditfe'-e'^t and iriterestirig job opportunities in lodging and food. Many of these are 
.stea Delo^v Oiit ^:rst you -^ust unscraoible the letters to find out what they are. 

1. K E ! \ P N E R E 

:. TECEiVUEX NATTiSSAS 

3. lE B L P A C N A T I ^ ] 

•I. L A 5 W N E L " : 

5. CIS VEER RPSUTEDTNEIENN 

"6. TOFRNKEDSLERCK , 

7. H R C E S I A . • 

8. ^NRRSVEEAO! RELCK 

9. GTiH\ AGMNEAR ~ 

:0 RIENOECRTA CORODITANOR 

11. R P A G \ i S C U H D E vV T S A R , 

12- C X V E E T I £ b' U K 0 E E R E F H E S , 

13- L E A S 5 V: R N E G A A 

Y 0 B u B s . : 

: 5. A H D E A R E I T W 

15. U R T C 0 E N R 1 L G 

17. RAEVVTi 

IS- T E S W R r A 5 "* 

19. ' S 0 H T S E s : 

20. TRUNASATE E\^AAGNR 

21- VONCENIO\T DOCCRMTOAR 

22- D * T A I ^^ E R _ 

'Deve cred ard ^-eDr^nted ^A^th tne pemisscn of '^'Ir. William R. Vuscatel-o. 



LODGING/FOOD SERVICES SCRAMBLE* — KEY 

There are many different and Interesting job opportunities in lodging and food. Many of these are 
listed below but first you must unscramble the letters to find out what they are. 

1. KEINPNERE '^^'^EEPER 

2. TECEIVUEX NATTISSAS EXECUTIVE ASSISTANT 

3. LEBL PACNATI . BELL CAPTAIN 

4. LABMNEL BE LLMAN ._ 

5. CISVEER RPSUTEDTNEIENN SERVICE SUPERINTENDENT 

6. TOFRNKEDSLERCK FRONT DESK CLERK 

7 HRC£S;A ^^^^'^^ , . 

S TNRRSVEE^iO! RElCK RESERVATION CLERK ^ 

9. GTIHNAGMNEAR ' NIGHT MANAGER 

;0. RIET.OECRTA CORODlTANOR ' RECREATION COORDINATOR 

11. RFAGNISCUH DEWTSAR PURCHASING STEWARD 

12. C X V E E T ! E U U K 0 E E R E P H E S 

13. ll E A S S R N E G A A 



EXECUTIVE HOUSEKEEPER 



SALES MANAGER 



BUSBOY 



HEAD WAITER 



COUNTER GIRL 



1-:. Y 0 B U B s 

15. A H D E A R E ! T W 

16. U R T C 0 E N R I L G 

17. RAEWTK" \'>lMJ^r^ 

IS. T E S A' R ! A S 

19. S 0 H T S £ S 

20- T R U N A S A T £ £ M A A G N R 

21, VONCEMON* DOOCRNITOAR 

22, D • T A \ V E R 



WAITRESS 



HOSTESS 



RESTAURA\T MANAGER 
COrvVENTlO^v! COORDINATOR 



MAITRE D' 

'E>e;'eioDed arc repj^-rter with the cer-riission of Vr. Wil'iar: R. V^scatt 
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LODGING TOOD SERVICES PUZZLE 

Reacieach of t^e jobcescDptionibelo^ and dec'de which marketing career in Lodging Food Services 
iS e>pi3ined. vVrite that career title in the appropriate numbered blanks of the puzzle on the following 
page. 

JOB DESCRIPTIONS 
D 'ects and '^O'^Ji'^atei.^ 3m *ooc se'-.-ce vvorkers and activities. 

2 A-^iAe-'s ::uebt"cr"s co'xern^ng food, ^v-^tes and places orders, and serves the customers. 

3 Purchases -oc est. eqLiip:Ter:t. ard supphes for a food service business. 

- S'jpeu '^es cf day's books and arra-^'gmg the foHowing morning check-outs. 

5. S^oer.fses ai! persona! seeing anc! p'cmottona! personnel and activities for a hotel. 
5. F-o^tdes specia^ services ;or guests including baggage handlmg. 

^ . P'ars, ciJ^ects. and controls cersonne) and activities in the preparation and servmg of food 
a'epared ana d-ei i'ered to a client. 

5. Runs the e'evato'' 'c^ n-tei g-ests and prcw':des tnem (nformation, 

G-eets gursts it •'^e "co". "as z^aggage a^c: ajtomcbMe taken care cf for custcmers. 

IC. C.-ea^sa'':: sets t^ es. a ::s /-a. ters Aa tresses. 

II. T3*.es C"-:er and se^'.es *rco to ca^etera custone^-s. y 

:2. Crgan.resanc: o.e'sees D^og^a-^a-^d •"ac^ tses ict!vit:3sfo!^3 meetmg. assists guests unhanding 
nieet ng reta'ls. 

13. O.e^sees a^l Gi-^^ng "oct! arf.tes a-o ser^fng perscnneL 

Coc'O'nates 3 = i *rc^: oes*' e.::* . :>es ar-c .--orke^^s m a note? moteL 

15, C rects ano -o'^t-'o s a * .odg--^g a:* . t-es a-^o oerscnnei. 

1-5- =^ece-.e5 a-o -^ano^es ?r-.3~-~ roo*^*^ ^ecjests ano a-rangements, 

1^. S^oe-.iS^s a ! food oreoe-at':'^ anc se*-:' "^g personrteK 

13- ^andies pa>-ne^t 'S. cash:-'g cnec^^s. and rrtak^ng zaliy reoo'ts. 

19. Totals ^OD-d te-^s on ca^ete^^a t-a.. and p'aces s ip on customer's tra>. 

20. Greets oustome-s as they enter a d n^ng a^ea and escorts therr to trie)r tab'e. 

21. Crgan:oes and s^oerv:ses t^e aotfv^t'es of beiln^en. 



336 



LODGING/FOOD SERVICES PUZZLE 
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CAREER CHART 
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CAREER LADDERS tK rOOD AND LODGING 
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Perspnnel.may begin and advance m the food and lodging industries in various wayi?.. The career levels 
of the marketmg careers below suggest several progression avenues: 



Caterer ■ 

Restaurant \!anager 
Assistant Manager 
Purchasing Steward 
Front Desk Supervisor 



Torvent on Coordinator 
Execj*ue HoLisei<eeper 
Purchas'Hg Steward 
Rr-OT! Cierk 



Management Specialist 

Service Superintendent 
innkeeper 
Executive Assistant 
Sales Manager 
Night Manager 
Maitre d' 
Ad^^snced Career 

Bell Captain 
Head Waiter 
Recreation. Coordinator 
Reservatjon Clerk 



Host Hoste; 
Job rnr% 



Z:e^<xor Operate 



V 



LODGING/FOOD BRAINTEASER* ^ 

m 

You are going to developa chart of lodgi ng'food service personnel. The chart has 36 squares. Ypu have 
twelve career trtles to place in the squares. One has been placed in^theleft top corner and one in the 
bottom right corn^^r. 

Arrange the other ten careers on the chart, so that eagh row, across, down, and diagonally, has two 
lodging food careers In \X. In addition, the careers must be in the two columns which correspond to Jts 
career levet. For example, a job entry career must be placed ire the ^igth and sixth.coiumns. 

Cut out each-of the ma^^eting career circles be^ow and arrange them in the correct order so that two 
circtes will be m eacn row — across, down, and diagonally, and four careers will be charted foreach of 
the three career levels. 




'Devr-oped and z^z-^-rx^z -A-itti the oerm-ss'cr V.ss S.^'-ba^a v. 
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SERVICES IN THE HOTEL/RESTAURANT 

Many lodging businesses provide numerous services to their customers in providing them with room 

accommodations. Some of these include: 

Entertainment Room Service 

Laundry/Cleaning Limousine Srervice 

Playground Sports Facilities 

Beauty/Barber Shops Swimming Poo! 

Telephone/Messages Baby Sitters 

Television/Radio Venc/ng Machines 

Take-out Service Child's Menu 

Can you think of some other services provided by holels/restaurants? 

iRecreational facilities can have a great effect on the hotel and restaurant's success. Some which 
could help business are: 



1. 


Helicopter rides 




11. 


Carpet golf green 


2. 


Boats to rent on beach 




12. 


Pool 


3. 


Rafts and lounge chairs 




13. 


Steam bath facilities 


4. 


'.Horse back rides 




14. 


Child-care center 


5. 


Hot dog-stand and snack bar 




15. 


Pet facilities 


6. 


Bfcycles to rent 




•16. 


Water skiing facilities 


7. 


Underwater diving gear 

\ 




17. 


Vending machines 


8. 


Pin-bail machines 




18. 


Tennis court 


9. 


Dance land- for dancing 




19. 


Life guard 


10. 


Shuffle board 




20. 


Movies and floor shows 



TRAVELERS MUSI 
KNOW THl services 
THEY WANT AT 
OUR;HOTEL- 
MOT^L 




Put an X by the services you see in our Motel: 



Desk Clerk 
Rooms 

Guest Parking 
Guest Rooms 
Pool 

Sun Deck 



o _ . 



Transportation Services 
Beach 

Ma l-Service 
Busboy 

Baby Sitter Service 
Good Food 



r; Which of the foiiowing is a desirable tourist service at a motel: 

a. Car rental service c. Watch repair service 

b. Insurance sales d. Gift shop 

2. Which of the following is the most desirable service for a motel: 

a. Steam-baths c. Restaurant facility 

b. Carpet golf d. Baby sitting service 

3. Which motel occupation would you choose if you were most interested in working with the motel 
guests on a frequent basis: 

a. Executive housekeeper c. Motel manager 

b. Maintenance engineer d. Recreational director 

4. What would be the best way to promote your motel: 

a. Word of mouth c. Brochures 

b. Telephone d. Service stations 

5. Which of the following factors would you consider in d^jciding which recreational services to offer: 

a. Location c. Cost e Only a and c 

b. Average age of customers d. All of the above 

TRUE OR FALSE 

1 All motels have recreational facilities. 

2 Recreational facilities must be planned to operate properly. 

3 Recreation and tourism are important to the operation of a motel. 

4 The local Chamber of Commerce can usually be of no help to motels. 

5 Tourism is one of the largest businesses in Florida. 



6. In order to finance the buying of land from a real estate service, a company planning to build a 
hotel should use the services of a 

7. A hotel that wants to protect itself from loss by fire, theft, or law suit should use the service 
of 

8. A person who needs to borrow money to go on a vacation can use the services of 
a 




BUILD[NG A MODEL MOTEL 
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This unusual project idea provides ample opportunity for the students to design and construct a 
SL.i'e model motel of their own choice. The basic method of construction is identical regardless of the 
type of building selected. 

The basic design is drawn on paper. From this drawing measurements are taken of the four sides of 
^/H' hoube and these dimension > are transferred to cardboard. Windows are completely cut out while 
-jcots. are cut on'/ on the top and one side (the bottom side is one end of the cardboard and the 
..ncur stde of doer provides the hinge.) The four walls are placed on top of a piece of cardboard and 
A.th masKing tape, they are held in position.* The roof is likewise constructed of cardboard and also 
n*-?' 1 >n pl/ice with rnaskmg tape. Coat the entire wall and roof surfaces of house with thin coat of 
't.bbe- cement. Cut to iengt^" , as required, strips of cedar or birch bark. Coat the inner side of these 
stncs Aith rubber cement and permit to dry. When dry. place on sides and roof of motel. 

•On the piece of cardboard on which the motel sits, be sure to put a pool on the grounds and include 
any other recreational facilities you and the class agree on. 

Tools 

: Kntfe 3. Scissors 5. 's" brush 

2. Ruler 4. Pencil 



Materials and Supplies 



Cedar or birch bark 
Twigs 

CeHophane 



4. Flat toothpicks 

5. Rubber cement 

6. Masking tape 



7. Cardboard ^ 

8. Fine sandpaper 

9. Duco cement 



Activities in the Hotel/Restaurant 
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MOTEL ROOMS' 

Instructions: Using the chart below, do the following: 

1. Color all single rooms yellow. 

2. Color all double rooms green. 

3. Color all family rooms blue. 

4. Place an X'on the box which will show that the following rooms are occupied: 101. 202. 304. 
103. 305. 301. 204. 105, 203, 205. 

5. In the space below, write the numbers of the rooms that are empty and can be assigned to 
incommg guests: 

Single Double Family 

Room Numbers Room Numbers Room Numbers 



DR 


101 


FR 


102 


SR 


103 


SR 


104 


FR 


105 


FR 


201 


DR 


202 


DR 


203 


FR 


204 


SR 


205 


FR 


301 


DR 


302 


DR 


303 


SR 


304 


SR 


305 



SR Single Room 
DR Double Room 
FR Family Room 

If you had a motel, what services would you provide to your guests? 



1 4.. 

2 5.. 

3, 6.. 



* Developed and reprinted with the pfrrmission of Mr. William Muscatello, Mrs. Bette Goodman, and 



Name of Hotel 



RESERVATION CONTROL CHART' 

Month 
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Dates 



Room 
Number 


1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 


13 


14 


000 (S) 






























100 (D) 






























101 (S) 






























102 (S) 






























200 (D) 






























201 (S) 






























202 (S) 






























203 (S) 






























300 (D) 






























301 (D/ 






























302 (D) 































D = Double 
S = Single 

Problems 



0. Example: Mr. Jones requests reservations for single room for July 8, 9. 10, 

1. Mr, Burns requests reservations for a double room for July 3, 4, 5, 6, 7, 8. 

2. Mr. Brunet requests reservations for a double room for July 1. 2, 3. 4. 

3. Miss Able requests reservations for a single room for July 6, 7, 8, 9, 10. 11. . 

4. Mr. Karns requests reservations for a single room for July 9, 10. 11. 12. 13. 

5. - Mrs. Moon requests reservations for a single room for July 4, 5, 6. 

6. Mr. Gill requests reservations for a double room for July 1. 2, 3, 4, 5. 6. 

7. Miss Hope requests reservations for a single room for July 10, 11. 

8. Mrs. Potter requests reservations for a double room for July 13. 14. 

9. Mr. Webb requests reservations for a single room for July 1, 2. 3, 4, 5. 6. 
10. Mrs. Noble requests reservatsons for a double room for July 8, 9, 10, 11, 12. 

^Developed and reprinted with the permission of Mr. William Muscatello. Mrs. Bette Goodman, and 
Mrs. Carolina Vice of Orange County. _ . ^ 



FOOD SERVICE CLASSIFICATION 

A. Restaurant: Guest seated and served by waiter. 

B. Fait Food Service: Limited menu, has take-out service. 

C. Catetens- Varies Menu, choose your own meal. 

Classify each ic-^d service busmess below using an "A". '*B*\ or "C" 



. 1. 


McDonald's 


n 


Fnsch's Big Boy 


2. 


Twlorrison's 


12. 


The Imperial House 




Red Lobster 


13. 


Stand n' Snack 


4 ■ 


- Sandwrctr Shop 


1^ 


The Hungry Fisherman 




Burger King 


1^ 


Top-of-the-World 


6. 


Sambo's 


, 15. 


Polynesian Palace 


- 7. 


Kentucky Fried Chickerj 


17. 


Howard Johnson's • 


8. 


Pizza Hut 


IR 


Donut Shop 


9. 


Maryland Fried C ^en 


1Q 


Pancake House 


10. 


Davis F-:r)thers 


9n 


Dairy Queen 



Which feed establishments would you choose for each of these meals? 

Breakfast — 

Lu nrh • 

Dinner — _o_.-«-^^_m..-^ 

What services do the various food service busmesses provide to customers? 



¥ ¥ V 

V ¥ V 



' jSCOTTIESTOS 



< f)(>k^. \\ ail! I &; 



RETAIL SALESMAN 

441 Wtif iismi 



STORE MANAGER 

fetwi; 1*9 %»l»if. ^f«'«i fit«1« 



.1 n 



lmm«d<ate optnmgf 1 
foilov^ing departm«n( 

• Custom Decor< 

PERSCNKE 
Mom 
10'a.i 



Wo know wh 
Gi 

An tqval Offfii 




EVALUATIONS 



1... 



(GRAtVirviER 

imnicr '^Mr.'j->t 

.»>{. ■ ' , • ...... 

Ou ' » ' r '■<! ^ ■. • . ' ■ * . .. , _ . 




HOME BUt 
SAltS REF 
KING? 
t ASTIRN DIVI5 
MANUI=A< 

, (. . • ♦ oo- 

(• »> » .» n .J f<>i* jlt ( 
« r- I'* t ' J.r i 



Sj j s opportunit; 

, ^ -y # «nOi 

••• ' ». . » r.\- 1 >.A «<D9 

• . ^n—' rai 

' ■ ^ !»• »" ' : *»«t & 

. J.. - . • ; . r» « 

■ ■. ' ■ .,, , y r s<0'v 

• ... ; J 

; *. , • ■ : ■ v ANCei 

nil i K SM.KSM. 

y» ,■■ ' • ■\ '':>■■' jn ty ' 

' ^ < »• r ' » 'tt^tP^* 



• E 



M. M. V.^TATK SA! 



3:) I 
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IHt (AfRKiJm SERVICES SCENE 



1. Write each of the components in the channels of dist. *bij. -on inthecorrect order to show the most 
frequently used channel for goods. 















a 

f ^ 













\ 



2. *?ead each of the marketing descriptions beioWand decide which term is explained. Place that 
marketing term in the correct blanks of the puzzle on the next page. 

1. acts 3S a middleman in distributing goods between the producer and the retailer 

2. may be p\ manufacturer, converter, or an extractor (mining, or agriculture) 

3. sells goods directly to the indivicluAl consumer; may buy p,oods directly from the manufac- 
tured or producer, fiom a liolebaler, or from a special agent 

4. one who purchases goods and services for use. not for resale 

5. mvs-^lves the ^^.athering of informauon bo that marketing managers can make sound deci- 
sions and soke aiarketing probleins- 

5. supplies a busi^iess with the necet^sary materials needed for its use or resale *o another 
b^jsiness or consumers 

7. includes all the activit.es invc-ved in acquiring and distributing goods and services for 
progressing, business jse. or personal consumption 

8. are possibilities of financial lo'i^s to people or property by unforeseen or ijncontroliable 
factors 

9. provides the time and space r^eri r^sary to house nerchandise unti! it i^: needed for industrial 
. purposes or (distribution to consuTiers 

10 deals with funds necessary for business operations and customer purchases 

1 1. the process of assisting or persuading a customer :6 make a wise buying decision .,jgh 
personal contact or sales promotion materials 

12. buy from and sell to manufacturers, wholesalers, and retailers, as we-H as to consumers 

13. serves as a coordinator for jll marketing activities 

14. provides the service or phyb-ically moving property and people from one location to another 

15. involves setting values or limits for the goods and services as v/ell as the inspection and 
labeling to check contormjty, . 



Ten categories of service industries are shown in the boxes below. Decide which example fits each 
category and place its letter in the blank to the right of the category. 



A. Hamburger Stand 

B. Resort Cabin 
.C. Dry Cleaners 

D. Marketing Consultants 

E. Amusement Center 



l. | Real Estate \ 
2. 



3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 



Finance 



Insurance 



Transportation 



Communication 



Recreation 



Business 



Personal 



Lodging 



Food Services 



F. Realty Agency 

P Commercial Bank 

Homeowner's Protection 
!. Commuter Line 
J. Telephone Compariy 



■r 



Read each service situation belowand decide which marketing activity is primarily involved. Write 
the activity in the blank provided. 

1. Jason tallied the results of the customer survey which had been conducted with the hotel's 
guests. 

2. Hazel checked all the salads on the line to be sure they had the proper amount in the bowls. 

3. Nelson ordered one thousand lease forms for his real estate agency's rental department. 

4. Duncan created a magazine ad for the company's new appliance repair client. 

5. Marcus drove the delivery truck to the business' receiving door to unload. 

6. Sam stacked the boxes of deposit and withdrawal slips on the storeroom shelves. 

7. Albert reviewed the policy application in deciding whether to issue the homeowner's insur- 
-^nce policy. 



8> Clara examined the loanaoplication before approving the automobile loan for the applicant. 

*'9. Eric exolamed to the golfer the advantage of buying a club membership instead of paying 
separate greens fees ench time. 

10. Fran callec^ a'l the operators together to inform them on new telephone regulations and 
policies. ' 

1 . 6. 

2 : 7. 

3 8. : 

4. - 9. > - 



5, 10. 
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THE MARKETING SERVICES SURVEY 



1. 'Identify ^ach of the f ive major components m the most frequently used channel of distribution by 
drawing a picture ot each and labeling each ir^ the blank provided. Be sure they are in the correct 
order to show the flow ol goods and services. 



4.- 



/ / 



3- 



\ 



2. For each of the descriptions below, identify the correct marketing term and .write the term in the 
appropriate blank. 

— 1. acts as a mi^Jdleman in distributing goods between the producer ai»cf the 

retailer. 

2. may be a manufacturer, converter, or an extractor (mining or agriculture). 

3. sells goods directly to the individual consumer, may buy goods directly from 

the manufacturer or producer, from a wholesaler, or from a special agent. 

4.. one who purv.hases goods and services for use, not for resale. 

5. involves the gathering of information so that marketing managers can make 

sound de,ci5ior\s and solve marketing problems. 

6. supplies a- business with the necessary materials needed for 'ts use or resale 

to another business or consumers, 

c 

7. includes all the activities involved in acquiring and distributifig goods and 

services for processing, business use, or personal consumption. 

8. are possibilities of financial loss to people or prop)erty by unforeseen or 

uncon!follable factors. 

. 9 provides the time and space necessary to house merchandise until i- is 

HL-eded for industrial purposes or fiitstribution to consumers. 

10. deals with funds necessary for business op'3ratiori be nd customer purchas"is. 

11. the* process of assisting or persuading a custcm^rr to make a wise buy 'tr. 

decision through personal contact or sales promoiioti materials 



12. buy from and sell to manufacturers, wholesalers, and retailers, as well as-to 
consumers. 

. 13. serves as a coordinator for all marketing activities. 

14. provides the service of physically moving property and people from one loca- 
tion to another. 

, 15. involves setting values or limits for the goods and services, as well as the 
inspection and labeling to check conformity. 



3. In the left column are tencategoriesof service industries and in the right column are ten examples 
of service business. IV.atch each example to its category by placing the -etter of the example in the 
blank to the left of its category. 



1. Real Estate 

2. Firance 

3. Insurance 

4- Transportation 

5. Corrmunication 

6- Recreation 

7. Business 

8. Personal 
9v Lcxjging 

10, Food Services 



A. Restaurant }■ 

B. Boarding, House 

C. Beauty Salon 

D. Advertising Agency 

E. Movie Theatre 

F. Land Developer 

G. Credit Union 

H. Auto Protection Company 
K Car Rental Agency 

J. Telegraph Company 



4, Read each service situation t)eiovv and decide which marketing activity is invo^'ed. VVnte that 
c.ctix'ity rn tVie blank provided. 



1. Barbara called poncyholders on the telephone to assess the service provided 
by the company's agents. 

2. Greg checked the mortgage to be certain a?l necessary legal terrrs and de- 
scriptions were included. 



3. Emma ordered cne hundred'Sczen hangers for her dry-cleaning business. 



4. Harper suggested to the customer that he let Harper fertilize t^-s lawn the next 
time he cut it. 

5. Paul selected the best way to send the game machines to branch funland 
centers. 

6. Ike unpacked the boxes of mustard and arranged the jafs on the storeroom 
shelves. 

7. Kim estimated the chances of a fire destroying the motel units. 

8- Quinn calculated the commissions due the insurance salesmen for the 
policies s^)d. 

9. Stan developed a colorful brochure for the airline^ special vacation packages. 

10. William called a meeting of all bank tellers to explain procedures for working at 
the new drive-in vuindov^s. 



r- o 



\ 



THE REAL ESTATE SCENE 



Listed below are five categories of real estate businesses. Identify three marketing careers which 
can be found in each of therti in the blanks provided. 

Agencies Investors Operations Construction Government 



2. StL-dy each of the reai estate activities below and decide which real estate career is described. 
Write the title in the blanks provided. 

a. Marcia showed her clients three houses her agency had listed for sale. 



b. Otrvia checked alt the county records to see if any claims existed against the land. 

/ 

c Tim bought several pieces of land and resold them in 5 month for quick profits. 

/ 

d- V'a-i botight some vacant acreage, built forty hemes, and scid them at a profit. 



Jill inspected tile houses on Florida Avenue and determined ihe taxes due on t^em. 



oeorge collected the rents ^rom tne tenants in the apa'^ment comoiex. 

/ ^ 

Dei'3 rreDarec trie papers for the clos-ng of the building construction loan. 
/ 

, / 

Art De'Suaded five property owners to rent th^ir propertv for irilibcard S'tes. 

/ 

Sar- rec^ecked his *igures for the bid he was nr,ai<:ng on constructing the office tui'd'ng. 



Charlotte directed that no comme^oia' or ^nd^stnal businesses co.:'d be hojsed i- tne 
La^es.de Estates a^'ea. 

/ 



Read each of t^^ie following real estate situations and predict which real estate business and 
careers would best handle the situation. Place your answers in the spaces given, 

a. Margaret planned to sell her lot herself, but she needed to know its value. 
CAREER BUSINESS 



b. Harvey found some property he had decided to buy from the owner, but he wanted to be sure 
there were no unsettled claims agamst it. 



CAREER 



BUSINESS 



c. Dorcrny v\anted to have a house built on the riv^e^-frofit lot she had purchased. 

CAREER BUSINESS 





















1 





Earl /.anted to ^noA if he cojid Du?ic: a warehouse in a certain section of the c^tv 



TK£ SIAL ESTATE SURVEY 



1 , Listed below are five categories of rt-vi .^i^te businesses. Identify three marketing careers which 
can be founa in each of them ix^ the blanks provided. 



Agencies 



Investors 



Operations 



Construction 



Government 



Study eacn of the real estate activities be'c-.v and cec'de which real estate career is described. 
Write the t'He in the blanks provided. 

a. James collected the rents *rom the tenants ir. the apartment complex. 

/ 

b K^^ren prepared the papers for the cicsing of the buiidmg construction loan. 

/ 

/ ^ 

d- Jane rechec^ed his ''igLires ^cr the b'd he was making on constructing the office building. 

e. Jeanette directed that nc cor^mercial cr inc^ustrial businesses could be housed in the 
LakeS'de Estates area. 

/ 

f. ;v1arie showed her cHents tnree houses her agency had ifsted for sale, 

£. Heather rn-=^oked aU the ccurtv records to see if any c'a^ms existed against t^e la/ J, 

/ ' 

h Ton; bought se-.^erai pieces c-" ^ano and resold them in a rronth lor quick prof:ts. 

/ 



ERIC 



John bought some vacant acreage, built forty homes, and sold them at a profit. 



Sue inspected the houses on Florida Avenue and determined the taxes dt»e on them. '\ 



Read each of the foUowing real estate situatiojjis and predict which real estate business and 
careers would best handle the situation. Place your answers in the spaces given. 

a. Jack wanted to know if he could build a warehouse m a certain section of the city. 

CAREER 

I 



1 1 1 1 1 1 1 



BUSINESS 



b. Eariine ^antea to have a ^louse built on the rive'»ront lot stie had purchased. 

CAREER BUSINESS 



1 




























haz 


cez 



l^:ere 'Aere nc unsettled da-.ms agairst it. 
CAREER 



BUSINESS 



^azel D'a'^.rred to sell ne^ iot ne-se'r. cut s^^e needed to knc-vv its -aiue. 
C-REER BUSINESS 



THE FINANCIAL SCENE 



1. Each of the boxes b-eiow contains a kind of business. See if you can identify three of the financial 
careers available the businesses. Write tne career titles in the blanks provided. 




S:ock E xchanse 




2. Stuay each job descripton beio^v. Pl=ce . apprc^priate career tv'^ in the Manks provided tc the 
left ct the descript.on. 



.1. Approves ioans for 3pp--^cants o* a Mnance coi.t^' -..^v, 
.2- Represents secunt^s brokers on stc. - exc-ange floor. 



3. Har>dles bar^k receipts and pays out rr-^ntry for checking, sawings. and loans, 

^ 0«.3ys 2Tic jnts pf credit p^jrchases by c.-i^tcriers in a retail store. 

_ 5. Assists cUents in the t-uyin^. seJ'ing. or trading of stocks. 



6. Controls and organizes ai; > iJivivies with a bank. 

7. Reviews credit information ana application with loan applicant. 

8. Receives, examines, ar J :r>iivers securities deposited for safekeeping. 

9, Assists sharehqiders r cedit union transactions. 
10. Oversees all credit accc jnts :or a credit card company. 



3- Described below are a consumer and a bv :ness financial situation. If you were in each situation, 
whicn f msncial oersonne) and business wvold need to be involved to handle ttie situation? Write 
your answers m the blanks given. 



'^cnsuner:^ Darren Trap plans u .::,:nd ?:hSs summ:- traveling around the country, but he does 
not want to carry all that ca : -^i arour>o ^-th him. He is concerned that his persona' 
checks will not be accepted h:i.ory\vr*c:n^ Whatcareer personnel and business would 
yet- recommend for Dc^ v\i ^ -ap^ 



r.*ess: .i.:;*5:eiS: 



Business: Amerrcan Auto ~ roair needs SIOOO to pay tor a new shipment of parts. The ov^ner 

has good credit -j^t-d dees not want to pay high interest rates. What business and 



THE FINANCIAL SURVEY 

1. Listed below a. e five types of service businesses that are financial institutions. Underneath each 
of them, name tnree fir^ncial careers which could be found within that busir>ess. 

Commerjij: Ssnk Finance Company 
-^I L , 



2 2. 

3- 3. ^ 



Stock Exchange Credit Card Company 



Credit Ur.' 



Read each o*^ the i:o iescriirt-o'^s re:cA' a-d oiace the rjght career t^tre in the blanks provided. 
L Exani-es. evaluates, and aDD^oves credit applications for a ban\ loan. 

2- C'^cks credit infomation on a ^oan ar::lfC3tion to a finance company. 

3- Directs all ncnetc:ry progran^s and transactions within a bank. 

4. Receives, evaTunes. and d^hvers securities deposited for safekeeping. 

5. Reviews credit information and apolication with }oan applicant. 

6. Controls and organises a'? activities w-th a bank. 
Ass'sts clients :n tne buying, selling, c tj:ading of stocks, 

S, 0*3 ys S'^jDunts of credit ol: ^chases dy Ci^ston^ers m a reta^; sto^e, 

9- Handles bank ^eceicts and oays cut mzr^-^.ylo'' c^ecK•n^. sa-^ngs. a'^d 'ca-.s. 



10. Represents securities brokers on stock exchange floor. 



1. 
2. 
3. 
4. 



5. 
7. 
8. 
9. 
10. 



3.- Descrtt}ed be-ow are a ccnsun^erarda business financial situation. If you were in each situation, 
»^hic*i financial career personnel and business would you need to handle the situation? Give your 
answers on the ijnes shown. 

Ccrsjr-er: Ne^son Sanks plans to spend this summer traveling around the western part of 
Europe. He does not want to carry a lot of cash with him and he's nbt quite sure if he 
has enough on hand. He expects a ?arge dividend check from his stocks w^hen he 
gets back. What business and marketing career personnel wo ulr.« you see if you were 

Nelson? 



DLis^ness 



""•^e-Stce needs SIGC€ to pa> for a new shipment of merchandise. The c^ner and 
the Cusi'^ess have a good cred:t rating. The owne' asks you for a suggestion. What 
*-r3':c-3' cus-Pess and career perscnr^ei woufd you recommend?- . 



THE INSURANCE SCENE 



1. Study each of the marketing career titles below and place an \r\ the blank to the left of the 
twelve which are careers in insurance. 



Telephone Surveyor 
Marine insurance Specialist 
Sartes Agent 
Display Manager 

Fteld ^Representative 
Ad Layout Man 

independent A^-;'^nt * 

insurance Broker 

Sa'-es Prorrotion Di'ecto*' 



Policy Writer 

Merchandise Manager 

Claims Adjuster 

Real Estate^.Saiesman 

premium Rate Clerk 
. Importer-Exporter 
. Salvor Agent - 

Airline Stewardess 

Claims Analyst 
. InsuranlKe Coordinator 



Listed the tv%o cciUTins be^cw are t'Ae've marketing careers m rrsk. Underneath th^e career 
ti::*rS are ter {ob descnpttds. Piace the letter of the careej' t^tie :n the blank to the left ct its 
correct job descriotop. ♦ 



B-^anch Manager 
Fjejd Representative 
Insurance Broker 
Claims Adjuster 
Under\\riLer 
insurance Coord nator 



g. insurance Sales Agent 

n, independent Agent 

i- Policy Wnter 

j. Premium Clerk 

k. Claims Analyst 

i. Salvor Agent 



1- stu d<es risk informa tion, dec tees if ris k is to be accepted, and oversees P Oticy 

issuance and premium calculations 
2, represents the client in purchasing insurance "^rom the company whicn best 

nr>eets that custon^r's needs 
3- se'ls insurance as an agent for several companies 

se'ls policies and sen ices customers foro^.e^ompany 
. 5. trains, advises, and iri^pects agents » 

.6, supervisesandcoordiri^te$a!lactivTtiesforthcco- ...r. t i that cff 3 <? or territory 
7. seiis or disposes of the' damaged property after cla^ns 

, 8, checks propeity damages to see if the losses a-'e vered ana ^letermines the 

amount of the reimbursement to insured 
9. checks life and healtb losses for payment 

IC. studies oDlicy and risk factors to determine th^ correct classifications and calcu- 
lates the premium 



> • • „ 

3. Described be!ov\ are two situations — one consumer and one business — for you to study and 
recom-Tienc! necessary insurance coverages. ln handing the situations, certam insurance career 
personnel could be mwolved. Study the situations and relate five coverages and five careers for 
each of the situations in the spaces provided. 

Consumer Situation 

Mark Stevens .'S a young married man wfth a wife and two small children. He and his wife have just 
thought 3 ♦^ome and they own two cars. Mark works for a large wholesaler that offers all health 
cove'^ages at reduced group rates, but no life insurance. His company contributes to all social 
:nsjrance state and federal plan^. What coverages would you suggest for Mark and his family^ 
Wnat careers would t>e involved?' 

CAREERS ' COVERAGES 



1 



2. 



Business Situation 

-^z?, > ;s t-^e Ci-irr an:: :-anr r' of a -arge '^esta jra-t th.a: -^^as eighteen employees and 
Sr j'.OjO s ^e^^r. Be :nda does no: ^^oa a g^ea: dea" abo^it fPSi^'ance and Aants to be 
s-.-e :r i^e :S co^e-e j an string happens to her ci^s:<^:-^e'S,e^p^oyees. and property, Shea^sc 
/.a-*:^ tc: D' j . to- her ch:Sz''e'^ m case sne sl^cj-ii cse and 'eB\.e tne business ■j'/ithout a manager 
s nc-^ s,ne ;s a .%ia?'.\. cce^ages .vouid >ou re:::^:^^!::^ :u 1"^?'^ V/!'tat cai'^ers CuLi'd be " 

--^•C'.-ea" Re:^^r'r:Dei o'^^ one s>aies rec'esentat^ve ^.rjid be ^nc'udeci- 

,:-:^E£-S ^ COVER.^GES 

1 : 1 

2.. : . 2 

3 : 3. 



THE INSURANCE SURVEY 



1. Listed below are twenty careers in marketing: Circle the tweWe careers which are found in the 
field of insurance. 



Ctaims Analyst 
^ Display Trimmer 
Salvor Agent 
Ad Illustrator 
insurance Sales Agent 
Fashion Model ■ 
Puhi:c Relat'cns Director 
F>eiJ Representative 
BoQk^g Agc-nt 
Premium Rate Cferk 



Produce Clerk 
Insurance Brcke^ 
Claims Adjuster 
Research interviewer 

\v, .^p Examsner 
Independent Agent 
Warehouseman 
Policy Checker 
ir^sur^nce Coorninatof 



Liste:i in the T.vo coL.mns ber'^v. aretArKe marKeting careers in insurance. Underneath these 
career titles a^e ren ;cc :!escr. :': c'^s. Place the letter of rne career title in the t:lank tc the left of 
its-correct jOb desC'Dticn. ' 



Ffeid Representative 
'nsu'ance Brc^e^ 
Claims Adjuster 
Under/, r-ter 
-'nsurance Ccc^c natc: 



insurance Sales Agent 
indecencent Agent 
Policy Writer 
Pr-emTum Clerk 
C^a^ms Analyst 
Saii^c" Agent 



si-pe"v se? anccrc'C^ates 5;j act''u;tie$fo'the company inthat office or territory 

fail's, ac-. ;ses- an:: ns'cect^ agents 

se-ls ms'j^ance as an age^t fo; several ccmoanies 

'ec* stents tne c^ ent m njrchas r^g msL^rapce'rcmthec^.mp^nyuhich best n^eets 
f^.at CaStomer'5 reeds 

stu:iies n*c^.?: c*. c-ec'ces r ^s-, is tc be a:cepte\i. and oversees policy 
rj-m cacL^atiC-^s 
"e Custcme' ap'C 'ss^'es co -cv 



^:uc es -^ee-Js 



=s po^"C*'vrr :* r;sk "^actors tc cirte^m^r^e the correct c ^a ^S' f rations a ca'xu- 



c^ec-s ■ 'e 3'^c ''•ea.c^ esses 'c* ca.'^e'^t 

se" s 0" :! scoses c" tne damaeec: D"or>ert> a'fte' ci^''*^: 



EKLC 
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3. Described below are two situations- *^ne consume/ and one business — for you to study and 
recommend necessary insurance cowerages. In handling the situations, certain insurance career 
personnel could be involved. Study the situations and relate five coverages and five careers for 
each ot the Situations ir th^ spaces provided. 

, • CONSUMER SITU AT /QN 

Dawd Tho-npson is a young baf helor who works fo'' a small real estate agency of ten people. His 
boss contr(t>utes to government social insurance plans, biit there are no other group benefits. 
Da'. id earns enough to take care of sm.all medical bills, but he's concerned about large medical 
expenses and t!me lost from vvorK. H^s folks a'^e getting oic^er and he wants to make sure they are 
taken care if anvthing were to happen to him and he wants rc safely invest in the future"a little" 
now for retkement. He rents an apartment and ow ns a car. vVhat coverages should David have? 
vVhatxa^'ee'^s would be mvolved? 

CAREERS* - COVEftASES 

-J • 

1. : '1-^ ^ 



2 : 2- 



4.. 



. BUSINESS s:ruATie^ 

R^ger Uh»::taker is a doctor wno also owns a ^-cte; o' 50 ''Ooms^w:th a small '■estaurant. Dr. 
W^.-ttake" wa"ts tc be sure he ;s ccce^ec aivth'-ng hapoens to his ir-at'snts. motel or restaurant 
guests, employees, and c'or=ert>. He Aa-^^rs to protect *>^5 Droperty-j'nvestment in case an^thir:^, 
s*^cj"d ha^^en to h^m^ ani ^fS oa't-^er assumes l^^e entire medical practice. He corttributes to 
soc^a- irs-jrance gOv^-^^mm-t!':* nians. and r^e vV-> '-vants to fTrov^de some nealth plan fo^ big 
expenses tc h-^s emp'cw\H.S- ''-rvha: cce^ages wc^;:: you ^ecomrT:epd and what careers aoCz oe 
ir-/oU'ed? 



CAREERS COVERAGES x 
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I THE TRANSPORTATION SCENE 

1, Listed below are the five methods of ^f^ansportation. Next to each method are two boxes. 
Id .'f y two careers for each method by writing the career titles in the two to the right of c jcn 
, of the transportation methods. 



TRANSPORTATION METHOD 



CAREER 



CAREER 



AIRLINES 




HIGHWAYS 



PIPELINES 



RAILWAYS 



. 1 

WATERWAYS 



For each of the ten job descriptions below, give the correct job titleand name the transporta- 
tion method In which t,^5at career is found. 

CAREER INDUSTRY CAREER INDUSTR? 

1. , i 6. _J ■ 

2. . 7. \ 

3. . ' ! 8. \ 

4. 9. : 

5. 10. 

i 

1. Supervjses workers in the water pipeline indi^stry. 

2. Checks passengers'ticke ^ as they board the train. 

3. ' Loads and unloads luggage and boxes from buses. ^ 

4. Coordinates activ*..j::> tor goods going out of the country. 

5. Greets passengers as they board the aircraft. 

5. Locates new per _nnel and places for oil stations. 

7. Supervises activities with a train station. 

8. Checks on location of buses in transit. 

9. Handles coordination of ship's activities for Captain. 

10. Inspects tickets and assigns seats before passengers board a plc^ne. 

Study each of the business and consumer situations below and decide which transportation 
t7us:ness v;ould best handle the situation. Name two careers that would be directly dealt with by 
the consumer or businessman. > , 

BUSINESS CAREERS , CAREERS 



^ 



1. Western Wholesale Co., in Tan-ipa, wants to ship an order of toys to a retail customer 190 miles 
away. 

2. Charles Johnson needs to go to Portland, Oregon, from Orlando, Florida, for a four day 
business trip. 

3. Margaret Johnson has just arrived at the Dallas, Texas airport. She plans to spend three to 
four days visiting six sets of relatives within a thirty mile radius while she's there, 

4. Mr. and Mrs. Swindell are an elderly retired couple who plan to travel from Miami, Florida to 
Dayton, Ohioto visit their married son for a month while Mr. Swindell recovers from an illness. 
Mrs. Swindell is afraid to fly. 

5. Juan Perez is a coffee grower in Brazil who wants to ship coffee beans to a coffee manufac- • 
turer in Jacksonville, Florida. 



The Transportation Survey 

1. Next to each of the transportation methods below, name two careers that are found in each. 
Airlines ■ — 

Waterways ' j 

Railroads ^ 

Highways - 

Pipeline • ' • 

2. For each of the ten job descriptions below, give the correct job title 'and name the transportation 
method in which that career is found. 

' CAREER INDUSTRY. CAREER * ^INDUSTRY 
1. ' 6.-_ . ^ 



7. 



3.- . 

4 ^ 9 

5._ ^ IQ 

1. Superv bos vvofkers in The water pipeline industry. ' 

2. Inspects tickets and assigns seats before, passengers board a plane. 

3. Checks passef^gers* tickets as they board the train. 

4. H.indles coordi-nation of ship's activities for Captain. 

5. Loads jnd unloads, luggage and boxes from buses. 

6. Checks cn iocation of buses in transit. 

^. Ccordinates .Ktc-ifies for goods going out of the country. ^ ^ 

8. Supervises activities with a tram station. 

'} Greets prissengers as they board the aircraft. 



Study^eacn of the business and consumer situations below and decide which transportat;on 
business would best handle the situation. Name two careers that would be directly dealt with by 
the consumer or businessman. 

BUSINESS ' CAREERS CAREERS 



1. 

9 



5 ^ 

1. Industri3l Dislributor, inc.. .n Tampa, wants to ship an order of toys to a retail customer 190 
" miles a-vay. 

2. Max Rayburn needs to go to San Francisco, California, from Orlando. Florida, for a four day 
bus.ness trip. 

3. Peggy Uker has just arrived at tf\e Phoenix. Anzona^airport. Sbe plans to spend three to four 
day., visiting six ^ets of reld ives withtn a thirty m^ie radius while she's there. 

Mr. and Mrs. Th( nas^ire an elderly retired couple who plan to travel from Miami. Florida to 
Da) ton. Dhio.to visit their married son for a month while Mr. Thomas recovers from an illness. 
Mrs. Thor7> js IS afraid to fly. 

b P^'Jr') Cabdvales is a sugar producer in South America who ^^tjnts to send sugar cane to a 
sugar rnarufaciurer in Savannah, Georgia. 



THE COMMUNICATIONS SCENE 



Unscrambie each of the marketing careers below and m^^tch them to the communications 
businesses in which they are employed by placing the business' letter m the blanks to the left of 
the career. 



1. POREAROT 



_ 2. R E C R A T 

-3. POC/REOTID 

_ 4. N A N 0 N U P C " ^ 

-.5. MOCTEMTa, or 

-6. TOLCIUSNM 

_7. WERTRIER 

_8. SEMSENREG 

_9. CEVSIERPFR 

_10. ROOFLNAM 



A. Telephone C'.).i>pany 

B. Teler'aph Cwir^pany 



C. Pub'ifhin;^ lrd'js\*'y 
0. Broadc^i:tin^ IncJjstry 



Study each ot thf jcmmuniraitons d^-^si^'ipfons be'oA ,-ir.d aecid^^ which marketing career 
e<pla»fied. Wnv it - ) \ ^Vv m if^o ho> t. ^lo/* \ t]ii^ .l-*scf iption. One bo* ts p^y^:^n for each letter ir 
trie ttt'e. 

a. ! .ers a uMe^'^.'^rr, ic th^ riod^^i^soe and colie'''*:^^ any df'j cfi:ir,]»^s ** 



1 








I 


1 










1 





. , tjs news jries for a certain loca' ne/.spaper (emtory 



□ 



T 



c. Analyzes, interprets, and L'oad^asts news fr:5m ^ja^'^ns sourer , 



n 



T 



D 



d. S*^lls telephone eq'j'pment and service to v^^'-'^j-J^' cl]storT!^ :> anr .'dies bill inquiries 

T Trrm 



1 



e. Works awav t<om the home office area ar j r^t:' stones by ptjOf.?. cabi^. wire, and mail 

I I I I I I I 1 I I I I r-i 



i. Transmits and receives messages using teletype messages 

nrrri 



I 



g. Directs all activities of operators, service assistants, and group supervisors 

rrm 



h. Delivers newspapers to customers, dealers, and vending machines 

] mnxm 



I 



I. Writes dally news stories and oelivers them on the air 

1 



rm [uii 



j. Directs all editors c^r,d personriel for a newspaper or magazine 

m 



imn x] [ 



3. Study each of the situat.-on«. belov; ^ndidecide which communications bu5-' ^esst s and m<irket(n(^ 
careers should iiandle each situation. VVrite the business and career on the linos given. 



BUSINESS 



CAREERS 



a. 



c. 
d. 



a. Emrr.a moved to a new town and vvanted to be sure 'f^r mother could reach her c^t her 
^ apartment should her father get sick Jgam. 

b. Young Manufacturing Company st . it a wi to a wholesaler in Jacksor v'^ie, but the wholein^fer 
did not • '-ceive it. Th3 company wants to know vvhy not. 

The trial ot the courthouse needs to be covered for the morning t^on. 

d. Lynda organized all her stories and vi <'ed the f»'m clip before goi.ig on th- ijir. 



THE COMMUNICATIONS SURVEY 



1. Match each of the marketing careers below to the communications business in which it can be 
found by drawing a line from the career to the business. 



Operator 

Tracer 

Copy Editor 

Announcer 

Commentator 

Cplumnist 

Rewriter 

Messenger 

Service Rep 

Floor Man 



a. Telephone Company 



b. Telegraph Company 



c. Publishing Industry 



d. Broadcasting Industry 



2. Study each communic-^tions activity bolow and dectde which marketing career is involved. Place 
the career title in the correct number blank. 



a. 
b. 
c. 
d. 
e. 



f.. 

g- 
h.. 



a. Delivers a telegram to the addressee and collects any dt e charges, 

b. Writes news stories for a certain local newspaper territory. 

c. Analyzes, interprets, and broadcasts news from various sources, 

d. Sells telepnone equipment and service to individual customers and handles bill inc,uiries, 

e. Works jway from home office area and relf^ys stories by phone, cable, wire, and nifail.^ 



g. Directs all activities of operators, se' vice assistants, and group supervisors. ■ 

n. Delivers newspapers to custor ers. deale s, and vendir,^ itiachinss. 

i. Writes daily news stories at , delivers them on the air. 

J. Directs all editors and personnel for a newspaper or magazine 

Study each of the situations below and decide which communications business and marketing 
ca^^^^ should handle each situation. Write the business and career on the lines given. 

BUSINESS ^ CAREERS 

a. , 

b \ 

c. 

d, ^ « 

a. Debbie was chai. ^d for a call to Arizona but did not know anyone at that number. 

b. Milton sent a telegram to his girlfriend, but found out she did not receive it. He wanis to know 
what happened tc it. » ' ' 

c A story was needed for tlie evening edition on the results of the city council budget meeting. 

d. Gary arranged the order of his stones and watched the film clip before he went on the air. 



THE RECREATION SCENE 

1. Listed below are twenty-four marketing careers. Circle the fifteen which can be found In recrea- 
tion. 



Booking Agent 


Prop Master 


Ticket Collector 


lit^e Searcher 


Tour Guide 


BusmefiS Manager 


Comptroller 


Underwriter 


Theatrical Agent 


Golf Club Manager 


Securities Broker 


Innkeeper 


Bowling Attendant . 


Ticket Broker 


Airline Stewa^^dess 


Caddy Master 


Station Master 


Loan Officer 


Usher 


Recreation Director 


Telephone Operator 


Ride Operator 


Talent Scout 


Amusem'ent Cashier 



T*velve nijf ketinj^ job descriptions in recre-Jtion are given below. Write the correct career title ^or 
>>ac:h description m the spaces be*low the description. 

r 

a. Cocrdmates all arrangement details, such as tickets, programs, stage settings, and publicity 
fof a traveling entertainment prodjction. 

:_. / 



b. Represents certain enterjainment businesses in securing performers or attractions for the 
businesses. 



c. 



Supervisor of golf caddies for a golf country l^lub or professional touring. group. 

^ :-/ ^ 



*d. Arranges necessary display props on a theater stage for a production or event. 



e. Analyzes past perf'^rmances of athletes and racing animals to assign weights and arrange 
competition. 

/ 

. 

f . Directs all activities and personnel for a golf or Country club, including the dining room, pro 
shop, and grounds. 

/ 

g. Walks horses and dogs before and after a race for people to view or to cool the animal. 

h. Coordinates activities of racetrack personnel and negotiates with other racetrack offici3ls 
.and the state racing commission. 

/ 



I. Coordinates and directs all recreation activities and personnel at a center, such as a com- 
munity recreation area, YMCA, camps. -or private resort. 

: __: , 

j. Handl^es a number of performers to secure contracts and bookings for entertamment pur- 
poses. / 

. - / 

k. Buys large quantities of theatre tickets and resells them at varying prices. 

/ 

I. Escorts clients to desired placei explaining special points of interest; on a trip may ^eck 
accommodations ^nd other arrangernents. ^ 



Sun. City is an adult comfnunity of people fifty years of age and over in Florida. As a community 
planner, you have been asked to suggest at least five recreational businesses that th.e community 
should have. Name ten marketing careeropportunities which could be found in those businesses. 

BUSINESSES RECREATION MARKETING CAREERS 



1 1 6.. 

2 2.__ 7.. 

3.^ 3. 8.. 

^■-^ . : 4 / 9.. 

^ . 5._ 1 10.. 



THE RECREATION SURVEY 

1. Twenty-four marketing careers are named below. Place an ''R" in the blanks next to the fifteen 
which are found in recreation. 



Booking Agent 

Ticket Collector 
Tour Guide ^ 
Comptroller 
Theatrical Agent 

XT 

Securities Broker 
Bowling Attendant 
Airline Stewardess 
Station Master 
<J$her 

Telephone Operator 
Talent Scout 



Prop Master 

Title Searcher 

Business Manager 

Underwriter 

Golf Club Manager 

Innkeeper 

Ticket Broker' 

Caddy Master 

Loan Officer 
Recreation Director 
Ride Operator 
•Amusement Cashier 



2. Read 3ach of the )ob descriptions below and write the job title of the marketing career in 
rec^eationjin the blanks next to the description. ^--^ 



a. Cocrdinates all arrangement details, such as tickets, programs, stage 
•netting, and publicity for a traveling entertainment production 

b. Represents certain entertainment businesses in securing performers or 
attractions foi the businesses, 

c. Superviso*^ of golf caddies for, a golf country club or professional touring 
group. , 

d. Arranges necessary display props on a theater stage for a production or 
event. 

e. . Analyzes past performances of at|iletes and racing animals to assign 

weights and arrange competitioii. - 

f . Directsall activities and personnel for a golf a*- country club', including the * 
dining roor\ pro shop, and grounds. 



g. Walks horsesand dogs i)ef ore and after a race for peoplelo view or to cool / 
the animal. ^ 

h. CoordKVjtes activities of racetrack personnel and negotic^tes with other 
racetrack officials and the state racing commission. 

r 

\. Coordina^e^and directsall recreationactivitiesand personnel at acenter. 
such as <: community recreation area. YMCA, camps, or private resort. 

j. Handles a number of performers to secure contracts and bookings for^ 
, entertainnient purposes. 



Buys the.2tte and performance tickets in larr^^ quantities anc<.reseilstMpfn 
at Vdryin>^ f>rices. 

\ • • 

hscorts clients to desired places exqlainiitg special points of interest: on a 
tnp may check accommodations and other arrangements. 



SufJ C.it/ IS in adult cofTimunity of pnople fifty years of age and over in Florida. As a community 
pIa^)er. you been Tsked to sup.i'est at least five recreational busmessesthat th^icommunity 
should hdve. Name ten mar'n^tingca/eer opportunities which c6tJld be found in those businesses. 



bUSINt'SSFS 
1. 



RECRf AJfON MARKFJJNQ CAREERS , 
1- 6 , _____ 

V L r. . 

3. 8. 

9. 



10. 
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BUSINESS SERVICES SCENE 



the blank space provided. Some nuifketing careers mdy be found in more 



serviCx? category. 
Categories 

a. Promotion 

b. Buying * 

c. Sales 

d. Financial 

e. ' Marketmg Research 

f. Marketing Management Consulting 

g. Security*' 

h. 'Maintenance 

i. Employment . , 

j. Office 



Careers 



Liquidator 

Tabulator • 

Copywriter 

Credit Investigator 

, Importer 

. Business Broker 

, Collection Clerk 

Employee Motivation ' • 
Consultant^ 

. Advertising Agency Manager 
. Owner/Manager 



2. Identify at ^east t vo ma 
categories given below: 

Category. ' 



rketmg careers which may be found in each of the business service 



Career 



Career 



Promotion 
Buying 
Sales 
Financial 
. Marketing Research 
Security 
Maintenance 



388 
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r / r k f- 1 1 f T R rvi a n a n 1 e n t 
'Consultant 



111 f-ach of the situations given below, determine the typ^ of business service wfiicfi would meet 
the need describ(^J d'nd identify two marketing careers wfiicfi would be involved m providingthat 



service. 



:i. Bill s Lumberyard has suffered several serious losses of lumber and building materials frorn 
robt-ATies committed during the niglit. 



b Bob Jones is in poor henlth and has decided to sell out his entire inventory afi.dclose his 

business. . ^ 



c. J.Vne s^Dress Shop is planning a special sale. The owner has over 1,000 invitations toaddress 
to her best customers but the office staff is too smati to handle this need. 



d. Helen Wolfson plans to open her new health spa next month, but isn't sure how sh^ should 
advertise the event. ' 



Burt just opened a sport ing goods store, but his staff is too small to keep the solid glass front 
cloaried properly. 
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BUSINESS SERVICE SURVEY 

f/atch the marketing corner to its appropriate business category by placing the letter in the blank 
sp/ice j.^ovicied. Sonie marketing careers may be found in^more than one category. 



xi. Auctioneer 

b. Oispiay Designer 

r. Credit Clerk 

(j. *'Tftr.e <and Motion Consultant 

e. R^'Sidf^nt Bi:vor 

V 

f Salesperson 
g, Pfofessional Demonstrator 
■ ri. Importer 

i; O.vtu.-^ mcjnager 

j. - Coder 



Office 

Maintenance 

Security 

Employment 

Prorootion 

SaleSv 

Financial 

Buying 

Marketing Management Consulting 
Marketing Research 



Identify -^t le.ist two u.arketing careers which may be found in each of the business service 

:;*>tegones fevv^?n belew: ' . 



Cati^p^ory 



Ciireer 



' OH ice 

;f-i:iancial 
/ Security 
Sales 

Maintenance 
Buying 
Promotion 
Employment 
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Mari^eting Research 

^/iarketmg Management 
Corisultant 



. i n ea-h of the situat.onsgwen below determine the type of business service which .^^^^^ 

Jscribea, and identify two marketing careers whirh would be mvoi.ed m providing that 
service. 

a. Joc-s Garage received a bad ch'eck from one of its customers. Mr. Worthless Jones, and has 
been unable to collect the amount of the bill. 



Business - Careers, 



. The Rainbow Sh.rt factory has an employee morale problem and has not^et been able to 
motivrjte'their employees to do a good job. 



Businesl . Careers 



The First NatlOiial Bank is mterested m developing a widerafay of services for-young people 
bul the LankV-eds to know where th. young people live, what ..d.o stations they listen to 
mo^.l frequently, and what types of services they would prefer. 



Business, 



.dartfprs. 



The tax certification auction sale wil4 be held in two months. The county tax collector needs to 
hl^elwoorthreeextrasecretariestohandletheclericalwcrkduringatwow 



and after the sale. 
Busiru'^ss. ^Careers 



J ,m wants to open a hobby shop, tiut is unf amil.aT w^h the latest ^'{'^ll'^^^^^^^ 
cannot afford fo go to the market, arid will probably purchase in limited qu»ntit.es. 



Business Careers 
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THE PERSONAL SERVICES SCENE 

1. Listed beToT? are t/^enty careers in marHeting. Circle^ tiiose ten that are.found in prrsonal service 
biis'nesses. - ' 



Ftjneral Dir-t.tor 
Loan Officer 
Car wisher 
Booking A^^ent 
riiniii:^,ator 
Tf'leQ^ho.ie OfXKator 

Convention Rep. ■ 
Copywriter 
KcMinei Operator 



Underwriter 

R^Mital A,,ent " 

Title Searcher 

Cemetery Director 

Airline Stewardess 
ft 

Meter Checker 

Maitre d'' 

Service Advisor 

Credit Collector 

Service Station Attendant 



2. RevfeA each of the per:,on/ service lob descriptions and decide which marketing career is 
explained. Place t^o career title in 'the correct numbered blank. 



1. 

3. 
4. 
5. 



6, 
7. 
8. 
9. 
10. 



JOB DE5CRIPJI0NS ( 

1. Assists motorisls by fiHii^g gas tanks, wastnng windows, checking oil and water. 

2. Handles transactions for leased inerchand^be and gives information about its use. 
:i. Ctifcks utility nioters. usually nionthly, to determine amounts used by .customer. 

•4. Gives custofv^er information concerning tlie repair or improvement of merchandise. 



392 
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5. Supervises ail activities c.nd personnel for burial preparation and services. 

6. Supervrtf_-s all /.orkers a'vo' activities for burial preparation and grcu^ds maintenance at a 
cemetery. " ' *' 

-7 Assists custonK-r in obtaining gas. oil. and wate^ loads boat into dry dock storage ort)oat 
slips. 

8. Greets guests, escorts them to si.tting area, serves refreshments, and provides services as 
they are requested. 

9. ^ylalntains the grounds and monuments of a cemetery. 

10. Directs and controls all employees ?nd activities for -a business which boar^js animals. 

Study each of the consumer situations- below and decide which personal service business and 
marketm^^ career would .best handle the situation. : 

BUSINESS CAREER 



a. 
b. 
c. 
d. • 

e. 

a. 

b. 



Byron was'out fishing and realized he needed gas and oil for his boat. . 

Glance received her electric bill and felt sure a mistake had been made on the reading 
because she had been gone for three weeks that month. 

c. Peggy wants to prevent bugs and other pests from coming into her new home. . 

c>; Ted needs a spreader for fertilizer, but he does not want to buy one. 

e.. Doug looked at his fuel gauge and decided he needed gasoline for his automobile. ^ 
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the' PERSONAL SERVICES SURVEY 

Study each of the marketing careers below and place a "P" in the spaces next to those ten v,h,ch 
can be found in personal ser:;ice businesses. . . 

, Trust Officer ^- - : Claims Adjuster 

Kennel Operator Service Station Attendant . 

Stock Broker " .Telegrapher • 

Meter Reader Bodyguard 

Ad Illustrator • J Head Waiter 

Rental Agent _ ' ■ ■ Memorial Agei-t 

. .Ramp Attendant Fumigator . - 

Theatrical AE*nt — Innkeeper 

Funeral Director Cemetery Worker 

^ Manna Attendant • ,, ; Display Trimmer 

Read each personal, service job de->rrir;tion below and decide which marketing career is exp- 
lained. Write that career title in the blarik to the left of tK<i descrtptipn. • 

a. * Transports body from death pl^ce to mortuary to'^cemetery. 

b. Directs and controls all employees and activities for a business which 

boards animals. 
f 

^ c. . Handles transactionsfor leased merchandise and gives information about 

' ' its use. 

d. Assists customer in obtaining gas, oil, and water; loads boat into dry dock 
storage or boat slips. 

^ e. ^Assists motorists by filling gas tanks, washing Windows, checking oil and 

water. -) 

f , Treats a home infested with termites or other household pests. 

g. Supervises all workers and activities fbr burial preparation and grounds 

mainte,nance at a cemetery. 

h. Gives customer information concerning the repair or im.provement or 

merchandise. 
* / 
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sters to determine accuracy of readings and proper tunc- 

- # 

•5 

' Sprays ms.de and outside of homes to pr^event bugs, termites, and pests. 



inspects met 

tioning. 



Recommend the personal serv.ce business and -rKet.ng career v^^^^^^^^ be consulted for 

each consumer situation below. Place the answers m the olanks provided. 

CAREER 



BUSINESS 



a. 

b. 

c 

d. 

e. 



e. 



ERIC 



Eddie^d.scovered that his house was'infested with termites. 
Gina needs .omeone to t«Ue .are 6f her dog white she is away on a business trip. 



a. 
b; 

c. Ken was upset about the amount of his electricity biHand wanted i» verified. 

d , Dot wanted her boat stored out of the ^ater during the winter. 



, Ralph needed ass.stance in escortmg his elderly mother to the funeral service of his father. 
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THE.LODGING/FOOD SCENE 



D 



l' Match each marketing career title to its correct description by writing the career title from the list, 
belo/^ m the bl<:inl^ provided. ' * ^ ^ • . . 



Bellman 
• Waitress 

Front Desk Clerk 
Reservation Clerk 
Innkeeper 



Executive Housekeeper 

Busboy 

Cashier 

Hostess 

Restaurant Man^-igor 



L Directs all hotel personnel and activities. 

2. Inspects rooms for order and cleanliness. 

3/ Assist's guests in choosing and registering for rooms. 

4. Greetsjguests entering the dining area. 

b. Keceives payment from guests for bills. ^ 

6. Supervises restaurant activities and workc-^s. 

7. R*i€#jv^s advance roanr> requests. 

8. ^lisists giuests with baggage to ti. ' rooms. 
9> Serves t'ood and beverages to patrons. 

1*0. Bnhgs clean silvec^are and linens to table. 



2. Complete the career diagrams below from entry to management levels with the careers given 
below t^/e diagrams. 



1. 
2. 



LODGING 



FOOD 



( ^ 




A . 




5— 





MANAGER 
ADVANCED 
ENTRY 
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BELLMAN «^-?PJp. • 

INNKEEPER' : [^-^ . 

FRONT DESK CLERK ^yjln v^a.tpd 

nOQRMAN ■ HEAD WAITER 

SERVICE SUPERINTENDENT - - RESTAURANT MANAGER • 

Select the best response to each'of the following questions and circle the answer. 
1: ifyouaredissatisfiedwUhtheserviceyoureceivefromawaitress.youwouldcomp^^^^^ 

a. Busbpy 

b. Restaurant Manager ^. 

c. Cook ^ . ^ '•■ 

d. Purchasing Steward * , 

^ ' { - '"^ 

2. If you want your 'luggage taken to your room, youM/ould need a . 

a. Cashier * J . 

b. Maid ' ^ ' 

c. Superintendent of Services ; 

d. Bellm^ - . < 



3. If your advance room request was not.eonf irmed, you would contact the 



a. Executive Housekev^p^V • 

b. Rell Captain 

c. .Cashier 

d. Reservation Clerk 



4 Jf you want to have:a three-day sales meeting at a large hotel, you would contact the 



a. Front Desk Clerk 

b. "Convention C<5brdiriator 

c. Executive Hpusek^eper 

d. Superintendent o.' Services 



5, If you wanted.to have a certain table reserved, you would talk to the 



a. .Maitre d* 

b. Cashier 

c. Busboy 

d. Reservation ClerV 
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THE LODGING/FOOD SURVEY 



1 . Match the following jobs to their related activit.es by placing the letter of the jbb titJe in the blank _ 
to the'left of its description. \ . 



A. BELLMAN 

B. EXECUTIVE HOUSEKEEPER 

C. WAITRESS 

D. . ,BUSBOY 

E-. FRO.NT DESK CLERK 



F. CASHIER • 

G. RESERVATION CLERK ' 

H. +IOSTESS 
I. INNKEEPER 
J. RESTAURANT MANAGER 

1. Supervises re'staura«r9w)rkers and activities. 

^, Receives advance tC)om requests. 

3 Assists guests with baggage to thei/ rooms. 

' 4. Serves food aod beverages to patrons. 

5. Brings^clean silverware and linens to table. ^ 

6. ' Directs all hotel personnel and activities. 

7. Inspects rooms for order and cleanliness. 

8. Assists guests in choosing and registering for rooms. 

9. Greets guests entering the diningtoom. 

10. Receives payment from guests for bills. 



2. • Fill in the diagrams using the job Titles given below, from job entry at the bottom to the 
• managefiai'specialization level at the top. 



BELL CAPTAIN 

SUPERINTENDENT OF SERVICE 
BELLMAN 

FRONT DESK CLERK. 
INNKE,EPER 



aUSBOY 

WAITRESS 

MAITRE D" 

HEAD WAITER 

RESTAURAf/T MANAGER ' 
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LODGIM 




MANAGEMENT 1. 



FOCfD 




2. 




3. 



ADVANCED 3 




4. 



\ 




■5. 




ENTRY 



5. 
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J' ; 

3. Study each of the food and lodging situations below and decide which marketing career p-jrsonnel 
would best handle the situation. Write the title in the blank provided. 



1 . Your club is having a conference at a hotel and you want to request certain 

room arrangements. 

2. As.lhe executive housekeeper for a hotel chain, you discover many of the 

linens have become worn and need to be replaced. Who' would you con- 
tact? 

^3. You enter a hotel and .vant to know if they have a room with two ti^ds and 

color television. 

4 . While you are eating dinner, you remember you have to make an important 

qhione call and need change. 

5. You called this afternoon and asked to'be seated in the Garden Dining 

F?oom near the fountain. I nstead you have been seated in the main dinmg 
room. 
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AUDIO-VISUAL RESOURCES 



"A Better Way." 16 mm black and white film. MODERN TALKING PICTURES FILM SERVICE. New 
Hyde Park. New York " 1 1040. 

••Ad-yentures." 16 mrp color film. ASSOCIATED BUSINESS PUBLICATIONS. 205 East 42nd Street. 
'New York. New York 10003. 

"Art careers In Advertising." f ilmstrip. EDUCATIONAL DIMENSIONS CORPORATION. P.O. Box 488. 
Great Neck. New York 11022. 

••Airport Service." color filmstrip series. IMPERIAL FILMS. INC.. 332 South Michigan Avenue. 
Chicago, Illinois 60604. 

"Air Travel." color filmstrip series. COLONIAL FILMS. INC.. Box 22857. Ft. Lauderdale. 
Florida 33315. 

"American Occupations." cassette tape series, JASPER EWING AND SONS. 610 North State Street. 

Jackson. Mississippi 39205. 
••Banking in Action." 16 mm color film, FLORIDA BANKERS ASSOCfATION. through your local bank. 

"Bread." 16 mm color film. FLORIDA BANKERS ASSOCIATION, through your local bank. 

••Business of Keeping Promises." color sound filmstrip. AUDIO-VISUAL ASSOCIATES, 

' "Canned Meat Ston'."" 16 mm color film. MODERN TALKING-PICTURES FILM SERVICE. New Hyde 
Park, New York 11040. . 
••CareerCalling,"16mmcolorfilm. JIM HANDY CORPORATION.2821EastGrandBoulevard. Detroit. 
Michigan. 

"Career-Development," cassette tape series, IMPERIAL FILMS. INC.. 332 South Michigan Avenue. 
Chicago. Illinois 60604. 

••Career Exploration," color sound filmstrip series. SCIENCE RESEARCH ASSOCIATES. 259 East Erie 
Street. Chicago. Illinois 60611. 

"Career Game," color sound filmstrip. career cards kit. IMPERIAL FILMS. INC, 332 South Michigan 
Avenue. Chicago, Illinois 60604. - 

"Careers in Broadcast News." 16 mm color film. UNIVERSITY OF IOWA. Cedar Falls. Iowa 50613. 

"Careers in Business Admmistration." color sound filmstrip, PATHESCOPE EDUCATIONAL FILMS. 
INC.. 71 Weyman Avenue, New Rochelle. New York 10802. 

■Careers m Fashion." 35 mm slide series. FAIRCHILD VISUALS. Dept. O.K., 7 East Twelfth Street, 
New York. New York 100§3. 
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•Careers in Fashion and Textiles." color sound f ilmstrip. PATHESCOPE EDUCATIONAL FILMS. INC., 

71 Weyman Avenue. New Rochelle, New York 10802. 
"Careersin Fashion Design.-filmstr.p;EDUCATlONALDlMENSIONSCGRPORATION.P.O.Box488. 

Great Neck. New York 11022. 

-Careers in Filmmaking.- filmstrip. EDUCATIONAL DIMENSIONS CORPORATION. P.O. Box 488. 
Gr~eat Neck. New York 11022. • 

-Careers in Food Merchandising.- 35 mm slide series. FA^RCHILD VISUALS. Dept. O.K.. 7 East 
Twelfth Street. New York, New' York 10003. 

-Careers in Food Service." co'or sound filmstrip. PATHESCOPE EDUCATIONAL FILMS. INC., 71 ' 
Weyman AveTUie. New Rochelle. New York 10802. 

-Careers .n Home Furnishings." 35 mm slide series. FAIRCHILD VISUALS. Dept. O.K.. 7 East Twelfth 
Street. New York. New York 10003. 

-Careers In Illustration;- filmstrip. EDUCATIONAL DIMENSIONS CORPORATION. P.O. Box 488. 

Great Neck. New York 11022. 
••Careers in Insurance." color sound filmstrip. AMERICAN INSURANCE INSTITUTE. 

•Careers in Journalism." color sound filmstrip. PATHESCOPE EDUCATIONAL FILMS. INC.. 71 
Weyman Avenue. New Rochelle. New York* 10802. 

-Careers m Leisure Time Industry." color sound filmstrip. PATHESCOPE EDUCATIONAL FILMS. 
INC.. 71 Weyman Avenue. New Rochelle. New York 10802. 

-Careers m Sales." 16 mm color film. UNIVERSITY OF SOUTH CAROLINA. Division Educational 
Services.. Columbia. South Carolina 29208. 

"Careers In Service Stations," 35 mm slide series'! FAIRCHILD VISUALS. Dept. O.K.. 7 East Twelfth 
Street. New York. New York 10003. 

-Careers m Show Business." color sound filmstrip, PATHESCOPE EDUCATIONAL FILMS. INC.'. 71 
" Weyman Avenue. New Rochelle. Nevv York 10802. 

••CareersinTelevision.-filmstr.p.EDUCATIONALDIMENSIONSCpRPORATION.P.O.Box488. Great 

NecK. New York 11022. 

-Careers in Transportation." color sound filmstrip,_P.ATHESCOPE EDUCATIONAL FILMS. INC..-71 
Weyman Avenue. New Rochelle. New York 10802. 

-Careers in Transportation." 16 mm color film. UNIVERSITY OF SOUTH CAROLINA. Di-vision Educa- 
tionai Services. Columbia. South Carolina 2920S. 

-Careers^Sales.- 16 mm color f.lm. FLORIDA STATE UNIVERSITYljallahassee. Florida. 

-Careerta^sZ-^assette tape series. MACrwIlLLAN LIBRARY SCIENCE. 248 B Brown Street. River- 
side. New Jersey 0S075, 
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•Careers Unlimited." cassette tape series. CLASSROOM PRODUCTIONS. 851 College Parkway at 
McGregor Blvd.. Ft. Myers. Florida 33901. 

•Credit." 16 mm color film. MODERN TALKING PICTURES FILM SERVICE. New Hyde Park. New 
York 11040. 

••Discovery.- color sound fiimstrip series. SCHOLASTIC BOOK SERVICES. Richmond Hill. Ontario. 
Canada. 

••For Some Must Watch." 16 mm color film. BUSINESS EDUCATION FILMS. 5113 16th Avenue. 
Brooklyn. New York 11204. 

••Fruits of a Ufetime." 16 mm color film, UNION PACIFIC RAILROAD. 1415 Dodge Street. Omaha. 
Nebraska. 

"General Insurance Careers." 16 mm color film. UNIVERSITY OF UTAH. Educational Media Center. 
Salt Lake City. Utrih 84110. 

"How to Succeed Without Really Flying." 16 aim color film. FEDERAL AVhATION COMMISSION. P.O. 
Box 25082. Oklahoma City. Oklahoma 73125. , 

••Imperial interv.ew Tapes." cassette tape series. JASPER EWING AND SONS. 610 North State 
Street, Jackson. Mississippi 39205. 

"is a Career ,n Banking For You'" 16 mm color film. A.l.M.S. INST RUCTIOrsfAL MEDIA SERVICES. 
INC.. P.O. Box 1010. Hollywood. California 90028.- 

••Is a Career m Bus.ness Administration For You?" 16 mm color ^'Im A '.M.S. INSTRUCTIONAL 
MEDIA SERVICES, INC.. P.O. Box 1010. Hollywood. California 90028. 

"is a Career in Finance. Insurance, or Real Estate For You?" 16 mm color fi'^- ^-l-^^-S- INSTRUC- 
TIONAL MEDIA SERVICES. JNC. P.O. Box 1010. Hollywood. California yuu^a. 

"is a Career In Wanagemerit For You?" 16 mm color film. A.l.M.S. INSTRUCTIONAL MEDIA SER- 
VICES, INC.. P.O. Box 1010. Hollywood. California 90028. 

••is a Career in Radio or Television For You- 16 mm color fil-- A-I.M.S. INSTRUCTIONAL MEDIA. 
SERVICES. INC.. P.O. Box lOlG, Hollywood, Cahforma-9O02S^ — 

"is a Career in the Apparel industry For You?" 16 mm color film. A.l.M.S. INSTRUCTIONAL MEDIA 
SERVICES. INC.. P.O. Box 1010. Hollywood. California 90028. 

"Is a Career in the Hotel or Motel Business For You?" 16 mm color film. A.l.M.S. INSTRUCTIONAL 
MEDIA SERVICES. INC. P.O. Box 1010. HoIly^^■ood. California 9002a 

• is A Career -n the Restaurant Business For You?-16 mm color r^\m^\M.S. INSTRUCTIONAL 
\'ED!A SERVICES. INC.. P.O. Box 1010. Hollywood. California 90028. 

"lsaRaiiraadC^reerForYou?"16mmcolorf.rm.A.I.M.S.INSTRUCTIONALMEDlASERVlC.ES.lNC.. 

P.O. Box 1010. Hollywood. Ca5i*ornia 90028. 
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•Is a Sales Career For You?'- 16 mm color film. A.I.M.S. INSTRUCTIONAL MEDIA SERVICES. INC.. 
•P.O. -Box 1010. Hollywood. California 90028. 

•insurance Careers." color sound filmstrip. INSTITUTE OF INSURANCE. 

•Job Opportunities in Hotels and Motels." 16 mm color film. UfJiVERSITY OF COLORADO. Fort , 
Collins. Colorado 80521. 

-Job Opportunities Now. Set 1" filmstrip series. SINGER. S.V.E. INC.. 1345 Diversey Parkway. 
Chicago, Illinois 60614. 

••Just a Teller." filmstrip. LEARNING ARTS. P.O. Box 917. Wichita. Kansas 67201. . 

• Lady and the Stock Exchange." 16 mm color film. MODERN TALKING PICTURE?FILM SERVICE. 
New Hyde Park. New York 11040. 

-Modern Innkeepers." 16 mm color film (20 minutes). AMERICAN HOTEL AND MOTEL ASSOCIA- 
TION. 888 Seventh Avenue. New York. New York 10019. 

"Occupations In Supermarkets." slide series' FAIRCHILD VISUALS. Dept. O.K.. 7 East Twelfth 
Street. New York. New York 10003. 

••Opportunities in Sales and Merchandising." 16 mm color film. UNIVERSITY OF COLORADO. Fort 
Collins. Colorado 80521. 

-Selling As A Career." color sound filmstrip. UNIVERSAL EDUCATION AND VISUAL ARTS. 221 Park 

Avenue. South. New York. New York 10003. 
-Stepinto Banking." lemmcolor film. FLORIDABANKERSASSOCIATION. through your localbank. 

•'The BigBird Story." 16mm colorf.lm.TRANSWORLD AIRLINES. 605 Third Avenue. New York. New 
York 10016. 

" "the Littlest Giant." 16 mm color film. MODERN TALKING PICTURE SERVICE. 
•The Journalists." 16mm colorfilm.MODERNTALKINGPICTURESFILM SERVICE, New HydePark. 
New York 11040. . 

"The One Man Band That Went'to Wall Street." 16 mm color film. MODERN TALKING PICTURES 
" FILM SERVICE. New Hyde Park. New York 11040. 

"The Story of Distributive Educattar.'." 16 mm color film. MODERN TALKING PICTURES FILM 
SERVICE. New Hyde Park. New York 11040- 

•'The Strongest Link." 16 mm color film. MODERN TALKING PICTURE SERVICE. New Hyde Park, 
NewYorR 11040. 

"The Voice of Your Business. " 16 m^. color film. SELL SYSTEM. Local Telephone Company. Your City. 
Your State. 
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•The world Of Marketing & D.str.bution." 35. mm slide series. CAREER WORLD. INC.. 1560 Vesta 
Drive. Harrisburg, Pennsylvania 17117. 

•The world Is Yours." 16 mm color film. MODERN TALKING PICTURES FILM SERVICE. New Hyde ^ 
Park. New York 11040. 

••Tommy Looks at Careers-Trucking." 16 mm color film. UNIVERSITY OF WYOMING. Laramie. 
Wyoming. 

••Transportation: An Ocean Port." color f ilmstripseries. IMPERIAL FILMS. !NC.. 332 South Michigan 
Avenue, Chicago, tllinois 60604. 

••Transportation: Our Railroads.- color sound filmstrip series. IMPERIAL FILMS. INC.. 332 South 
Mici^gan Avenue. Chicago, sllinois 60604. 

•Understandmg Wholesaling." 35 mm slides. OHIO DISTRIBUTIVE EDUCATION MATERIALS LAB. 
The Ohio late University. 1885 Neil Avenue. 115 Townshend Hall. Columbus. Oh.o 43210. 

"What Do You Want?" 16 mm color film. ASSOCIATION-STERLING FILMS, 866 Third Avenue. New 
York. New York 10022. 

•Where Do I Go From Here?" 16 mm colorfilm. NATIONAL RESTAURANT ASSOCIATION. 1530 North 

Lake Shore Drive. Chicago. Illinois 60610. 
•Why Work At All'" filmstrip. GUIDANCE ASSOCIATES. Pleasantville. New York 10570. 

-Wnt-ng Careers m Advertising." f .In^strip: EDUCATIONAL DIMENSIONS CORPORATION. P.O. Box 
488. Gre.at Neck. New York 11022. - 

••Yo =r r-uture in Retailing." So mm slide set. OHIO DISTRIBUTIVE EDUCATION MATERIALS LAB. The 
Oh"; sta'e university. 18S5 Neil Avenue. 115 Townshend Hall. Columbus. Oh.o 4.210. 

"Vour Town," 16 mm color f.lm. FLORIDA BANKERS ASSODATION. through your local Dank. 
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CLASSROOM PRODUCTIONS* 


Careers Unlimited Cassette Tapes 


Unit Number 


Tape Number 


Career Title 
« 


1 (601)-^ ^ 


601-1 


Droadcasting 


1 (601) 


601-3 


HoteMVlotel 


1 (601) 


■ ■ 601-4 


Restaurant 


1 (601) 


■ 601—5 


Advertising 


3 (603) 


603—2 


Transportation 


4 (604) 


604—5 


Selling 


5 (605) 


605—2 ■ 


Clothing and Fashion 


5 (605) 


605—4 . 


Recreation 


■CLASSROOM PRODUCTIONS ' ' 
851 Col!ege Parkway at McGregor Boulevard 
Ft. Myers. Florida 33901 






IMPERIAL FILMS COMPANY* 


Career Development Cassette Tapes 

Account Executive insurance Salesman 


Actor 


• 


Park Director 


Banker 




Radio Broadcaster 


Business Consultant 




Realtor 


Buyer ■ 




Reporter 


- .Commercial Artist 


• 


Salesman 


Cost Analyst 




Stewardess 


Dri\.'er or-Routeman 




Stockbroker 


Editor 




Theatrical Agent 



Fashion VodeJ 

M?/PERIAL FILMS COMPANY. INC 
332 South Michigan Avenue 
Chfcago. Ilirnois 50604 



Waiter/Restaurant Manager 
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JASPER EWING AND SONS* 

IMPERIAL INTERVIEW TAPES 
Cassette Tape Series 



Occupational Title ' ■ Number 

ADVERTISING VG701 

ASSEMBLER VG703 

INSURANCE BROKER VG712 

PILOT. COPILOT [ • VG722 

PUBLIC RELATIONS WORKER VG725 

REAL ESTATE BROKER VG727 

COMMERCIAL ARTIST , VG728 



Occupational Title 
RETAIL SALESWOMAN 
STEWARDESS. AIRLINE 
TECHNICAL WRITER 
LOCA,- TRUCK DRIVER 
GROCERY STORE CLERK 
LAUNDRY ROtJTEMAN 



Number 

VG729 

VG731 

VG733 

VG737 

VG739 

VG748 



•JASPER EWING AND SONS 
•610 North State Street 
Jackson. Mississippi 39205 



JASPER EWING AND SONS* 

AMERICAN OCCUPAriONS 
Cassette/Reel Tape Series 



GccupatiomI Title 
A6VERT!SING' WORKERS 



Number 
4502 



-MARKETING RESEARCH WORKERS 4503 



.eUBLiC RELATIONS WORKERS 
/ 

COMMERCIAL ARTISTS" 
INTERIOR DECORATOR 
ECONOMiSTS 

NEWSPAPER REPORTER ' 



4504 
4528 
4529 
4530 
4535 



Occupap 



onal Title 



Number 



REAL ESTATE SALESMAN— BROKER/ 
RETAIL TRADE SALESWORKER ^.,4553 

SECURITIES SALESMAN-WHOLESALE 
TRADE WORKERS ^554 



WAITERS— WAITRESSES 

T_RUCKDRIVER LOCAL ' 
TRUCKDRIVER 

ROUTEMEN INTERCITY 
BUSDRtVER 



4556 



4569 



4570 
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TECHNICAL WRITERS 


4536 


LOCAL BUSDRIVER/TAXI DRIVERS 


4571 


IVIV./ U'Ql.O 


4540 


APPLIANCE SERVICEMEN 


4574 




4542 


PETROLEUM OCCUPATIONS 


4586 


MAIN Ala tKI ML UUUUrMl lUl>lo 


4S44 


STEWARDESS 


4588 






AIRPLANE DISPATCHER 


45S9 


PURCHASING AGENT 


4545 


AIR TRAFFIC CONTROLLER 


4590 


CASHIERS 


4547 


RADIO-TV ANNOUNCER 


4591 


SHIPPING-RECEIVING CLERK 


4f>48 


CONDUCTOR 


4592 


AUTO PAPTS COUNTER MAN 


4550 


BRAKE MAN 


4593 


AUTO SALESMAN AUTO SERVICE 
ADVISOR 


4551 


TELLER 


4596 


INSURANCE AGENT— BROKER' 




HOTEL CLERK/HOTEL MANAGER 


4597 


MANUFACTURER'S SALESMAN, 


4552 







•JASPER EWING AND SONS 
610 North State Street 
Jackson. Mississippi 39205 



Personnel Manager 
Telephone Operator 
Writer 

Bus Driver --'^ 
Rent-a^Car Agent - 
Airline Flight Officer 
Urban Pfariner 
Purchasing Agent 
Materials H;*nd!er 



MACMILLAN LIBRARY SERVICES* 
Careertapes 

Travel Agent 
Hotel Manager 
Chauffeur 
Funeral Director 
Dry Cleaning Worker 
Food Service Manager 
. Building Inspector 

Farm Produce Whoie^ler 
Retail Sales C-:erk 
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Quality Control Inspector Credit Manarv-'r 

Food Franchise Worker Advertising Account Executive 



♦MACMILUAN LIBRARY SERVICES 
248B Brdwn Street 
Riverside. New^ Jersey 08075 

FAIRCHILD PUBLICATIONS* 
35 mm Color Slide Career Series 



-Careers In Food Merchandising" "Careers in Service Stations" 

"Careers In Home Furnishmgs" "Careers In Fashion" 



*FAIRCHILD VISUALS 
Department O.K. 
7 East Tw^elfth Street 
New York. J^ew YQrV 10003 
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. RESOURCE PUBPCATIONS 

Arting /s Be//e/mg, Charles McGaw: HOLT. RINEHART. & WINSTON, a subsidiary of Columbia 
Broadcasting System. 383 Madison Avenue, New York, New York 10017. 

Advertising: A Career OfAcVon And Variety, pamphlet. AMERICAN ASSOCIATION OF ADVERTISING 
AGENCiES. 200 Park Avenue. New York. New York 10017. 

Banking- A Career For Today & Tomorrow, booklet; AMERICAN BANKERS ASSOCIATION. Banking 
Education Committee. 90 Park Avenue. New York. New York 10016. 

Broadcast Managerr^ent. byQual and Martin; HASTINGS HruSE PUBLISHERS. INC.. 10 East 40th 
Street. New York. New York 10016. . " 

/. Business Of Your Own.- booklet, SOHIO OIL COMPANY, INC.. Cleveland, Ohio. 

Career Information: Markefng and Distributive' Occupations. AMERICAN VOCATIONAL ASSOCIA- 
TION, 115 16th Street. N.W.. Washington. D.C. 

Career Opportunities: Marketing. Business. & Office Specialists, by Wiens; J.G. FERGUSON PUB- 
LISHING COMPANY. 6 North Michigan Avenue, Chicago. Illinois 60602. , . 

'Career Opportumties In Service, booklet. FORD MOTOR COMPANY. Service Training Programs De-. 
partment. Garrison Plaza East. 19855 Outer Drive^ Dearborn. Michigan 48124. 

Career Opportunities Series, NEW YORK LIFE INSURANCE COMPANY.- ' . 

Career World Magazine. 501 Lake Forest Avenue. High Wood. Illinois 60040. 

Careers 8r/efs. CAREERS PUBLICATIONS. INC.* 

Careers m Communications pampFilet. Southern Bell Telephone Company. Your local telephone 
employment office. 

Careers In The Floral Industry, pamphlet. SOCIETY OF AMERICAN FLORISTS. 901 North Washing>on 
Street. Alex,;ndria. Virginia 22314. 

Careers & Opportunities In Retailing, paperback. NATIONAL RETAIL Mr.RCHANTS ASSOCIATION. 
Personnel Division. 100 West 31st Street. New York. New York 10001. 

Careers In Property & Liability Insurance, booklet. INSURANCE INFORMATION INSTITUTE. 110 
VVil!iam Street. New York. New York 10038- 

Careers ^or Youth In The Food Industry, pamphlet. NATIONAL RESTAURANT ASSOCIATION. 1530 
North Lake Shore -Drive. Chicago. Illinois 60610. 

Concrse Handbook cf Occupatons. J.G. FERGUSON COMPANY. 6 North Michigan Avenue. Chicago. 
Illinois 60602. 

Ccnsicer A Career.ln Puii/c Relations. CHRONICLE GUIDANCE PUBLICATIONS. INC* 
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Dictionary Of Occupational Titles, Vol. I. fl. Ill; CHRONICLE GUIDANCE PUBLICATIONS. INC.* 

Oiscwery: Caree- Log, SCHOLASTIC BOOK SERVICE. Richmond Hill. Ontario. 

Distribution and Distributive Careers, by Grandfield and Gold. FAlRCHILD PUBLICATIONS. 7 East 
12th Street. New*York. New York !00C'3. 

The Encyclopedia Of Careers & Voc^donal Guidance, by Hopke; J.G. FERGUSON PUBLISHING 
COMPANY. 6 North Michigan Avenue. Chicago. Illinois 60602. 

- F/nd/ng your Job. booklets. FINN&Y COMPANY* - -• 

Going Places In Oil, booklet. AT^ERICAN PETROLEUM INSTITUTE. 1271 Avenuepf the Americas. New 
York. New York 10020. 

Guide To Filmmaking, by Pincus; NEW AMERICAN LIBRARY. 1301 Avenue of the Americas. New 
York. New York 10019. - 

Handboo/( or Job Facfs. SCIENCE RESEARCH ASSOCIATES (SRA).- 

He//o World! -Business Services. FIELD EDUCATIONAL PUBLICATIONS, Atlanta. Georgia. 

He//o World'-Food & Lodging Services. FIELD EDUCATIONAL PUBLICATIONS. Atlanta. Georgia. 

Hello Worldl-Marketmg. FIELD EDUCATIONAL PUBLlCATfONfS. Atlanta. Georgia. 

Job Scene. Comic Series. FLORIDA STATE ENfPLOYWIENT OFFICE. Tallahassee. Florida. 

Jobs In Advertsing. pamphlet. AMERICAN ADVERTISING FEDERATION, 1225 Connecticut Avenue. 
N.W-. Washington. D.C. 20036. 

Marketing Careers The Jet Air Age. CHRONICLE GUIDANCE PUBLICATIONS. INC 

Mark^mg Research For The High School Student. CH ■ ONICL-E GUIDANCE PUBLICATIONS. INC.* 

^ ■ ■ ' \ - 

The Marketing Story. U.S. DEPARTMENT OF COMMERCE. Washington. D.C. 20402. 

The New Look In Service Stations (Automobile Service Station Attendant). CHRONICLE GUIDANCE 
PUBLICATIONS. INC.* 

. Occupational >?wareness M/n/inei's." OCCUPATIONAL' AWARENESS. Box 5098. Los Angeles.- 
- ' California. 

•Occuparyona/ Bnefs. CHRONICLE GUIDANCE PUBLICATIONS. INC* 
Occ"i/pa?^-)na/Snefs. SCIENCE RESEAT^CH ASSOCIATES* 
Occupaf?ona/ Guidance, boektets. FINNEY COMPANY* . ^ 
Occupaf'ona/Gu'de. series. CALIFORNIA DEPARTMENT OF €WPLOYM£NT ^ 
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Occupational Manuals, series. GREGG/McGRAW HUL* 

nrruoati&n^l Outlook Handbtxjk. 1972-73 Edition. BuMetin No. 1700; U.S. Department of Labor. 
Bufe^L^L^or Statistic. SUPERINTENDENT OF DOCUMENTS. U.S. GOVERNMENT PRINT- 
INd^OFFICE, Washington, D.C 20402. 

Occupa^ons And Careers, by Feingold and Swerdloff; WEBSTER/McGRAW-KILL >UBUSHING 
COMPANY* . • • ^ ^ . ' 

./6n The Road W,th The Truckers. CHRONICLE GUIDANCE PUBLICATIONS. INC.* • . 

Opportunities In The Trucking /ndusfry. AMERICAN TRUCKING ASSOCIATION. 1616 P Street. N.W. 
Washington, D.f. 20C36, ■ . • 

Opportunities With Texaco, !5ooklet, TEXACO OIL COMPANY, INC.. P.O. Box 52332. Houston.- 
Texas 77052. ^ • ^ ^ 

Opportunity In Retailing: bdoMet, NAFIONAL RETaV MERCHANTS ASSOCIATION. Personnel Divi- 
sion. 100 West 31st Street. New York. New Yj/rk* 10001. • 

Popeye and Careers. Comic books. KING FEATURES. INC.* 

Project Loom Umts. FLQRIOA STATE UNIVERSITY. 4l$ North Monroe Street.^Room 223. Tallahas-: 
see. Florida 32301. ' ..^ • 

• This Business Of Food Service. CHRONIGtE GUIDANCE PUBLICATIONS. INC.* 

Travel U.S.A.. U.S. DEPARTMENT OF COMM^CE. Washington. D.C. 20402. , ^ 

What Job For Me?, book senes. WEBSTER/McGRAW-HlLL PUBLISHING COMPANY* 

Widening Occupational Roles w'ork Briefs. SCONCE RESEARCH ASSOCIATES* . 

IVor^mg in a Service Industry, by Grandfield and Gold. FAIRCHILD PUBLICATIONS, 7 East i2th 
Street. New York, New York 10003. 

" working in the Transportation Industry, by Grandfield and Gotd. FAIRCHILD PUBLICATIONS, 7 East 
■ 12th Str^, New York. New York 10003. 

youACareer The Hotel-Motel Industry, bookIet,-IEDUCATIONAL INSTITUTE OF THE AMERICAN 
HOTEL-MOTEL ASSOCIATION, Kellogg Center. East l^-ansing. Michigan 48823. 

' Your Futitre: Careers In Consumer Finance , booklet. TH^ATIONAL CONSUMER FINANCE■ASSOC^ 
ATi :VN. 1000 16th Street. N.W.. Washington. D.C 20036. 

Your Job ;n Distribution, by Beaumont and Langan; GREGG,-McGRAW-HILL PUBLISHING COMPANY* 
"See succeeding pages for specific titles and/or addresses of resources. 
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GAMES RECOMMENDED 



COMMERCIAL GAMES 



(PUBLISHER'S NAME- 



Auctioneer 
Boss 

Billionaire 
Careers 

Dealers' Choice 
Dig 

Masterpiece 

Monopoly' 

Probe 

Quibic 

Tpuring 

Concentration 
^ Easy Money 
Happiness 
Hollywood Square 
Jeopardy 
Password 

Who, What, Where 

• Lottery 
RSVP 

Scraoble 

ft 

Bazaar ^ ^ 
High Bill 
Venture 

Stock Market 

Shopping Center 

Money Card 

Ad Lib 



A. 



Ideal Company 
Ideal Company 

Parker Brothers 
Parker Brothers 
Parker Brothers 
Parker Brothers 
Parker Brothers 
Parker Brothers 
Parker Br<Jthers 
Parker Brothers 
Parker Brothers 



Milton 
Milton 
Milton 
Milton 
Milton 
Milton 
Milton 



Bradley 
Bradley 
Bradley 
Bradley 
Bradley 
Bradley 
Bradley 



Selchow & Righter 
Selchow & Righter 
Selchow & Righter 

3-M Company 
3-M Company 
'3-M Company 

Avalon Hill Company 

Creative Playthings 

Schaper 

Lowe ' 



Junior Executive 
Park and Shop 



\ , Whitman 
Whitman. 

•Games listed are highly recomm^^ed by ciassroom%achers wl^o have used them with their 
Pre-Vocational. Distributive Education students m the middle grades b-y. 
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CALIFOR<MIA DEPARTMENT OF EMPLOYMENT^ 
Occupational Guides 



Administrative Servfces Manager 
Claims Adjuster 
Contract Administrator 
Credit & Collection Manager 
Display Man 

-Display Man. General Merchandise 

Food Clerk ^ 
* Grocery Checker 

Grocery Product Salesman 

Hotel Manager 

Management Trainee 

Model 

Purchasing Agent 

Quality^Control Manager 

J^California Dept. of Employment 
800 Capitol Mall 
Sacramento. Calif. 95814 



Title of Publication 

Real Estate Salesman 
Retail Store Manager 
Sales Clerk 

Salesman, Building Materials 
Salesperson 
Salesperson, Cosmetics 
S-:2iesperson, Hardware 
Salesperson. Home Furnishings 
Shipping and Receiving Clerk 
Sign Painter 
Stock Clerk 
Retail Buyer 
Traffic Rate Clerk 



V 
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CAREERS PUBLICATIONS, INC/ 
Career Briefs 



Advertising-Space Salesman^ 

Advertising Workers 

Bank Careers 

Bank Teller 

Buyer 

Cashier 

Credit Maaager 

Department Manager (Retail Trade) 

Department Store Receiving, and 
Related Occupations 

Display Man 

Drugstore Salesperson 

Food Service Supervisor 

Grocery Checker 

Hotel Managers 

House-to-Hcuse Salesman 

Insurance Clerks 

Junior Executives 

Managers. General 

Materials Handler 

Proofreader 

Public Relations Man 

*Careers Publications. Inc. 
Largo, Florida 33540 



C 

Purchasing Agent 

Radio-TV Broadcast-Time Salesman 

Reaf Estate Appraiser 

Real Estate Salesman 

Restaurant Hostess 

Restaurant Manager 

Room Clerk 

Sales Clerk 

Salesman. Automobile 

Salesman, Grocery Product , 
Salesman, Hardware 
Sales (Marketing) Manager 
Salesperson (Retail) 
Sales Promotion Manager 
Securities Salesmari 
Stock Clerk 
Supermarket Manager 
Vending Machine Routeman 
Waitez-Waitress 
Wholesale Salesman 
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CHRONICLE GUIDANCE PUBLICATIONS. INC,^ 



Number 



Title 



OCCUPATIONAL BRIEFS 

Number 



Title 



251 
205 
54 
95 
355 
266 
375 : 
294 
249 
. 358 
23 
269 
196 
411 
30 
272 
.91 
218 
254 
61 
80 
317 
258 
299 
239 

NOTE: 



Acrobat (& Aerialist) 

Actor (& Actress) 

Announcer (Radio & Television) 

Buyer 

Credit Analyst (Banking) * 
Credit Manager 

Department Store Occupations 
Disc Jockey 

Employment Supervisor 

Executive Housekeeper 

Fashion Designer 

Floral Designer 

Gas Distribution Occupations 

Insurance Industry, Careers in the 

Interior Designer 

Job Analyst 

Junior Executive 

Life Underwriter 

Marketing Research 

Model 

Musician, Instrumental 
Musicians 

Personnel Supervisor 
Product Demonstrators 
Program Director (Radio & TV) 



172 Public Relations Man 

167 Purchasing Agent 

428 Radio & TV Broadcasting Industry 

360 Radio & TV Production Occupations . 

309 Radio & TV Time Salesman 

14 Railroad Transportation Industry 
92 Recreation Leader (Director) 

100 Restaurant Manager 

15 Sales Clerk 

133 Salesman, Automobile 

8 Salesman, General (Ret & Whole Trade) 

136 Salesman, House-to-House (Direct Sell) 

417 Salesman, Manufacturers' 

55 Salesman, Real Estate 

202 Salesman, Wholesate Trad? 

226 Sign Writer (Hand) 
367 Supermarket Manager 

S21 Taxi Driver 

73 Teller (Banking) 
351 Theater Manager 
333 Ticket Agent 
115 Traffic Manager 
206 , Travel Counselor , 

42 Truck Driver 

17 Waiter ^Waitress) 



These marketing oriented briefs may be ordered separately at a considerable savings 
over ordering the entire set. 



^CHRONICLE GUIDANCE PUBLICATIONS, INC. 
Moravia, New York 13118 
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^ FINNEY COMPANY* 
Finding Your Job Booklets 



jOu I III" 


Unit 


Vol. 


No. 


Miriin^ roner 


O 
c 


IV 


9" 


A i r rt^r^ t i no Row 

Mirpwn v-iiic Duy 


4- 


1 


11 


DulNCiy V9U\/U3 wfiai^l^^' 










4 


1 


9 










Helper 




V 


4 




3 


IV 


10 


DeiiDoy 


lA 


III 


7 


Din Doy 




V 


5 


DOttie Laoeicr 


A 
H 


1 


2 


Box Packer 


O 




A 


Boxcar Unloader 


£1 
D 


1 

1 


12 


breao Loat Kacner 








IbarC* y; 




II 


3 


Busboy 


1 £k 


1 1 

III 

1 1 1 


7 


Button brader 


f: 
O 




uanoie inspecior ana 








Packer 


5 


1 


5 


Canay Inspector 


3 


II 


1 


Candy Packer 


lA 


V 


7 


Car Hop 


2 


111 


2 


Car Lot Man 


lA 


1 


6 


Car Runner 


6 


1 . 


1 


Carnival Ride Operator 


2 


Ill 


10 


Carton Assembler 


3 


IV 


5 


Carton Stripper 


3 


III 


8 


Checkroom Attendant 


3 


IV 


7 


Contest Entry Checker 




IV 


9 


Department Store Porter 


2 


V 


7 


Dockman (Fruit Company) 4 


III 


4 


Driving Range Helper 


3 


V 


1 


Florist's Helper 


lA 


V 


12 


Food Vendor 


2 


11 


3 


Forklift Tru^k Operator 


4 


V 


1 


Fountain Clerk 


3 


1 


1 


Freight Elevator Operato 


r 2 


II 


1 


Gift Wrapper 


3 


II 


12 


Golf Course Worker 


2 


IV 


3 


Grader (Cannery) 


5 


IV 


5 


Grain Sampler 


5 


V 


10 


Handbill Passer 


4 


IV 


5- 


Hobby Shop Helper 


6 


II 


1 



Job Title 


Unit 


Vol. 


No 


Labeler-Packer 






11 


. (Paint Factory) 


5 - 


IV 


Locker Room Attendant 


3 


III 


1 


Moving Van Loader 


lA 


V 


11 


News Vendor 


2 


1 

III 


4 


Newspaper Inserter 


4 


3 


Order Filler 






10 


(Cosmetic Industry) 


5 


III 


Packer and Wrapper 


2 


V 


3 


Paper Sorter and 






Jl 


Counter 


6 


V 


Parking Lot Attendant 


lA 


11 ^ 


8 


Passenger Elevator 








Operator 


lA 


II 


1 


Powder Room Attendant 


lA 


II 


11 


Raw Material Handler 


6 


1 


5 


Receiving Clerk's 








Helper 


4 


II 


6 


Redcap 


2 


II 


12 


Rental Service 






8 


Helper 


5 


V 


Resort Operator's 








Helper 


5 


III 


3 


Room Steward 


4 


IV 


7 


Service Operator 








(Ldundry) 


3 


IV 


3 


Service Station 








Attendant 


lA 


IV 


6 


Shipping Clerk's 






10 


Helper 


lA 


1 

IV 


Signboard Billposter 


3 


1 


Stock Clerk's Helper 






10 


(Departonent Store) 


4 


11 


Supernarl<'et Stock 






12 


3oy 


lA 


IV 


Theater Usher 


lA 


III 


4 


Tray Packer (Airline 








Food Service) 


lA 


IV 


2 


Warehouseman's 






12 


Helper 


lA 


II 


WholesaJe Jewelry 








Worker 


3 


II 


6 
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Hotel Houseman 
Hotel Maid 

House Mover's Helper 
Ice Skating Rink Helper 



TINNEY COMPANY 
Minneapolis, Minnesota 55426 



2 


V •■ 


1 


lA 


II 


5 


2 


IV 


8 


6 


IV 


5 



Zoo Attendant 



12 



FINNEY COMPANY* 
Occupational Guidance Booklets 



Occupational Title 



Unit Vol. No. Occupational Title 



Advertising Copywriter 3A 
Advertising Layout Artist 3A 
Advertising Manager 2A 
Advertising Media Oirector2A 
Advertising Production 

Assistant 
Advertising Solicitor 
Air Traffic Controller ^ 
Airline Freight Handler 
Airline Reservationist 
Airline Station Agent 
Airline Stewardess 
Agent. Life Insurance 
Agent. Literary 
Agent, Livestock 

Commission 
Agent, Union Business 
Appliance Store Manager 2A 
Assessor 
/J^uctioneer 
Auditor, Insurance 
Automobile Salesman 

Automotive Parts Man 

Bank Teller 

Bank Trust Officer 

Banker. Investment 

Bookstore Operator 

Bowling Lanes Manager 

Broker, Custom Hoose 

Broker. Food 

Bus Driver 

Business Reporter 

Cafeteria Manager 

Camp DirectO"^ 

Cannery Fieldman 



III 
III 
II 
V 



19 
16 
17 
16 



"5 


II 


1 


4 


II 


7 


3A 


V 


4 


4 


VI ■ 


16 


2A 


V 


^2 


lA 


II 


7 


lA 


! 


3 


lA 


VIII 


4 


4 


V 


18 


lA 


VI 


1 


2A 


III 


2 


2A 


II 


3 


3A 


VIII 


4 


4 


IV 


12 


3A 


VIII 


1 


4 


i 


19 


3A 


Vi 


7 


4 


1) 


12 


4 


VI 


7 


2A 


VIII 


12 


3A 


III 


8 


4 


II 


8 


4 


VIII 


2 


iA 


IV 


19 


2A 


III 


11 


4 


VI 


19 


lA 


VIII 


16 


4 


VII 


5 


3A 


IV 


19 



Cashier 

Catalog Order Clerk 
Catalog Writer 
Chain Store Buyer 
Chain Store Mr norger 
Chamber of Commerce 

Manager 
Check-Out Clerk 
Chief Steward 
China Shop Manager 
Claims Adjuster 
Commercial Artist 
Comparison Shopper 
Comptroller 

Copyreader. Newspaper 
Copywriter. Retail 
Credit Analyst 
Credit Authorizer 
Credit Collection Man 
Credit Manager 
Customs Inspector 
Debt Adjuster 
Department Store Buyer 
Designer, Package 
Dining Room Hostess 
Disc Jockey (Radio 

Personality) 
Dispatcher. Freight 
Display Artist 
Driver. Delivery Service 
Dry Cleaning Shop^ 

Manager 
Editor. Book 
Editor. City 
Editor. Food 
Editor. Greeting Card 



Unit 


Vol. 


No. 


lA 


VI!! 


11 


5 


IV 


15 


3A 


VII 


19 


2A 


Vi 


17 


lA 


1 


7 

• 


3A 


VII 


a 


lA 


II 


5 


4 


V 


10 


5 


VII 


5, 


2A 


JV 


13 




II 


8 


5 


II 


12 


4 


III 


15 


2A 


III 


15 


2A 


IV 


3 


5 


II 


17 


2A 


1 


8 


2A 


V 


2 


lA 


IV 


9 


2A 


V 


5 


4 


IV 


10 


4 


1 


18 


4 


V 


6 


2A 


II 


7 


3A 


1 


20 


3A 


VIII 


13 


4 


III 




5 


VIII 


'3 


lA 


1 


10 


2A 


III 


12 


4 


II 


13 


5 


VIII 


, 2 


5 


II 


9 
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FINNEY COMPANY* 

Occupational Guidance Sooklets 
(continued) 



Occupational Title 

Editor, Industrial 
Editor. Labor Press 
Editor. (Newspaper). 

Makeup 
Editor, Weekly Newspaper 1 A 
Editor. Women's News 
Editorial Assistant 
Editorial Cartoonist 
tistate Sale Conductor 
Fashion Coordinator 
Fashion Model 
Fashion Saleswoman 
Fashion Writer 

Federal Food and Drug 
Inspector 

Feed Mill Manager 

Feed Store Operator 

Female Radio or Tele- 
vision Commentator 

Film Rental Clerk 

Fire Inspector 

Fire Investigato*^ 

Floral Designer 

Florist 

Food Checker 
Food Demonstrator 
Freight Dispatcher 
Freight Solicitor 
Fund Raising Director 
Furniture Store Operal 
Gift Shop Manager 
Golf Course 

Supermtendent 
HardwarF Store Mana( 
Head Waiter 
Hobby Shop Manager 
Hotel Housekeeper 



Unit 


Vol. 


No. 


2A 


1 


18 


3A 


II 


7 




W 

V 


7 


rlA 


VI 


7 


2A 


VII 


20 


5 


VII 


10 


5 


Vi! 


1? 


4 


V 


15 


5 


V 


9 


3A 


1 


15 


lA 


VII 


10 


3A 


1 


11 


3A 


1 


5 


lA 


VIII 


7 


3A 


III 


14 


5 


1 


10 


3A 


VI 


19 


3A 


III 


9 


3A 


IV 


6 


5 


VI 


17 


lA 


VIII 


9 


2A 


IV 


"2 


2A 


VI 


6 


3A 


VIII 


13 


lA 


VIM 


8 


2A 


VIII 


7 


r 5 


V 


5 


4 


VI 


9 


/I 
*^ 


V 


17 


r lA 


IV 


5 


5 


III 


7 




III 


20 


4 


1 


3 



Occupational Title 

Hotel Manager 
Hotel Purchasing Agent 
Hotel Room Clerk 
House Mover 
Illustrator, Fashion 
Illustrator, Magazine 
Importer 
Industrial Traffic 

Manager 
Information Desk Clerk 
Insurance Afeent. Life 
Insurance Auditor 
Inventory Supervisor 
Investment Banker 
Investment Counselor 
Jeweler 

Kennel Operator 
Mailing List Compiler 
Manufacturers' 

Representative 
Market Research Analyst 
Market Research 

Interviewer 
Meter Reader 
Motel Manager 
Moving Van Driver 
Music Store Clerk 
Music Store Owner 
Newcomer Greeter 
Newspaper Circulation 

Supervisor 
Newspaper Columnist 
(Newspaper), Telephone 

Ad-Taker 
Pap**r Tester 
Pawnbroker 
Personal Shopper 
Petroleum Salesman 



Unu 


VOf . 


'NO. 


4 ' 


VII 


1 / 


3A 


\ /I 1 

VII 


1 1 


lA 


1 
1 


o 


4 






4 


1 


20 


5 


III 


1 


3A 


1 f 

V 


1 A 

14 


lA 


IV 


3 


2A 


1 


Q 


lA 


VIM 


A 
*♦ 


3A 


VIII 


1 


lA 


VIII 




2A 


\/l M 

VII 1 


1 9 


lA 


\/l 1 

VII 


1 A 
iO 


lA 


II 


14 


3A 


V 


18 


2A 


III 


1 


lA 


VII 


8 


: lA 


VI 


11 


4 


II 


19 


3A 


VIII 


1 / 


4 


!V 


A 
H 


2A 


VII 


12 


5 


i 


6 


5 


VII 


17 


2A 


IV 


6 


4 


IV 


7 


5 


V 


17 


5 


VIII 


6 


5 


Vli 


14 


4 


VI 


13 


5 


III 


18 


3A 


VIII 


18 
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FINNEY COMPANY* 



Occupational Guidance Booklets 
{contmued) 



Occupational Title 

Private Club Manager 
Proofreader 

Public Relations Account 

Executive 
Public Relations Director 
Public Relations Writer 
Purchasing Agent 
Purchasing Agent, Hotel 
Purser, Ship's 
Radio Announcer 
Radio or Television 

Commentator, Female 
Radio and Television, 

Continuity Director 
Radio-Television News 

Director 
Radio or Television 

Program Director 
Railroad Conductor 
Railroad Industrial 

Agent 
Railroad Station Agent 
Rate Clerk 

Real Estate Appraiser 
Real Estate Closer 
Real Estate Manager 
Real Estate Salesman 
Recreational Services 

Director 
Reporter. Business 
Reporter, Newspaper 
Resort Operator 
Restaurant Manager 
Sales Manager, VVholesa 
Salesman, Automobile 
Salesman, Farm 

Equipment 
Salesman, Petroleum 
Salesman, Radio or 

TV Time 
Salesman, Real 

Estate 
•hlNNLY COMPANY 
Minneapolis, Minnesota 



Unit 


Vol. 


No. 


Occupational Title 


4 


VIM 


13 


Salesman, Retail 


lA 


V 


3 


Salesman, Specialty 








Salesman, Surgical 


2A 


VI 


4 


Supply 


lA 


V 


19 


Salesman. Wholesale 


c 


V 


3 


Saleswoman, Fashion 


lA 


VII 


3 


Service Station 


3A 


VII 


11 


Operator 


3A 


VII 


9 


Ski Resort Operator 


lA 


VI 


9 


Small Loan Company 








Manager 


5 


1 


10 


Sporting Goods 








Manager 


5 


II 


19 


Stewardess (Airline) 








Stock Clerk 


2A 


VII 


17 


Stock Transfer Clerk 








Supermarket Manager 


lA 


VIII 


6 


Taxicab Dispatcher 


lA 


VII 


4 


Taxicab Driver 








Technical Illustrator 


2A 


VII 


7 


Technical Writer 


2A 


III 


10 


Telephone Service 


lA 


II 


11 


Representative 


3A 


III 


17 


Theater Manager 


2A 


III 


8 


Theatrical Agent 


lA 


VI 


18 


Tourist Guide 


2A 


II 


6 


Traffic Manager, 








Industrial 


lA- 


IV 


1 


Train Dispatcher 


4 


VI 


19 


Travel Agent 


4 


III 


4 


Underwriter, Casualty 


5 


III 


10 


Vending Route 


2A 


II 


9 


Operator 


lie 4 


VIII 


4 


Waitress 


4 


1 


19 


Warehouse Supervisor 








Wholesale Sales 


3A 


V 


17 


Manager 


3A 


VIII 


18 


Wholesale Salesman 








Window Decorator 


3A 


1 


18 


Women's Apparel Shop 








Manager and Buyer 


2A 


II 


6 





Unit 


Vol. 


No. 


lA 


Vi!l 


5 


lA 


Vii 


11 


2A 


V 


18 


lA 


IV 


7 


lA 


VII 


10 


lA 


III 


19 


5 


V 


20 


4 ■ 


III 


16 


3A 


V 


1 


lA 


1 


3 


lA 


1 


19 


2A 


V - 


8 


4 


VIII 


17 


3A 


III 


2 


3A 


VI 


6 


lA 


III 


4 




1 


2 


5 


Vllt 


13 


3A 


V 


13 


3A 


VI 


9 


3A 


III 


3 


lA 


IV 


3 . 




VII 


11 


2A 


1 


5 


2A 


II 


11 


4 


1 


8 


2A 


IV 


16 


2A 


IV 


7 


4 


VIII 


4 


lA 


IV 


7 


lA 


VI 


17 


lA 


VII 


2 
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GREGG/MCGRAW-HILL PUBLISHING COMPANY* 
Occupational Manuals and Projects in Marketing 

Manual Number Occupational Manual/Project Title 



1 




IViarKeilng r\t;DC<iiv*ii 


2 




riOUUv^l riaMriirnj 


3 






4 




Ph^cirsil Di^trihutinn 


5 




DdSiC oaiesmanitnip 


6 




Creative bening 
• 


7 




Advertising 


8 




Display and Promotion 


9 




Customer Services 


10 




Wholesaling 


11 




Communications in Marketing 


12 




Mathematics in Marketing 


13 




Psychology and Human Relations 
in Marketing 

• 


14 


/ 


The Economics of Marketing ' 


15 




Organization for Marketing 


16 




Data Processing in Marketing 


17 




Careers in Marketing 



^GREG(':/McGRAW-HILL PUBLISHING COMPANY 
World Headquarters 
330 West 42nd Street 
New York. New York 10036 

(or contact the regional office 
serving your area) 

419 
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^ Guidance Centre* 

TITLE OF THE CAREER PUBLICATION 

Advertising Copywriter Mar>ager or Executive 

Bar)k Manager Merchandise Buyer 

Clothes Designer Purchasing Agent 

Hotel Clerk Salesman 

•GUIDANCE CENTRE 
3'71 Bloor Street. West 
ToVonto. 5. Ontario 

The Institute for Research* 

TITLE OF PUBLICATION 
Career Opportunities in Advertising for Men and Women 

Careers in Credit Departments— Retail. Banks. Finance, Business 

Carf*ers m Food Products Distribution 

Grocery Store Operation and Supermarket Management-Careers 

Retail Selling as a Career 

Ca eer as a JV)erchandise Buyer in Retailing 

Merchandising as a Career 

Careers in Hardware Retailing 

Careers in Furniture Stores and Furniture Store Management 
Modern Salesmanship as a Career 
Life Insurance as a Career 
Real Estate and Insurance Business b% a Career 
Real Estate and Building Management as a Career 
i^eal Estate and Insurance Business as a Career 
Careers in Wholesale Merchandising and Distribution 

*THE INSTITUTE FOR RESEARCH 
537 S. Dearborn Street 
Chicago. Illinois 60505 



420 



KING FEATURES SYNDICATE* 
Career Comic Books 

Popeye and Marketing and Distribution Careers Popeye and iV5anufacturing 



Popeye and Transportation Careers 


Popeye and Public Services 


Popeye and Communications and Media 


Popeye and Personal Services 


Popeye and Hospitality and Recreation 


Popeye and Business and Office 


*KING FEATURES SYNDICATE 




236 East 45th Street 


• 


New York, New York 10017 




PROJECT LOOM UNITS* 


Careers in Marketing 




A?r Traffic Controller 


Newspaper Advertising Worker 


Airline Stewardess 


Pet' Shop Manager 


Apanmeni ivianager 


Radio Announcer 


Bank leiier 


Restaurant Manager 


Cashier 


Retail Fish Market Manager 


Department Store Buyc 


Salesperson 


Fashion Buyer 


Service Station Operator 


Fast Food Service Worker 


Sign Painter 


Florist 


Stock Clerk 


Food Store Worker 


Taxicab Driver 


Gift Shop Owner/Manager 


Truck Driver 


Guide 


TV Announcer 


Jeweler 


TV Camerarrian/News Reporter 


^PROJECT LOOM UNITS 


■J 


Learner-Oriented Occupational Materials 




' The Florida State University 




415 N. Monroe St., Room 223 




Tallahassee. Florida 32301 
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MISSISSIPPI EMPLOYMENT SECURITY COMMISSION* 

'r 

Occupational Guides 

AIRPLANE HOSTESS 

\ 

CASHIER 

GAS-APPLIANCE SERVICEMAN 
SALES CLERK 
SALESMAN. GENERAL 
SALESPERSON. GENERAL 

•MISSISSIPPI EMPLOYMENT SECURITY COMMISSION 
P.O. Box 1699 
Jackson. Mississippi 39205 

NEW YORK LIFE INSURANCE COMPANY* 
Career Opportunities Series 

SHOULD YOU BE AN ACTUARY? 
SHOULD YOU BE A BANKER? 
SHOULD YOU BE A NEWS REPORTER? 
SHDULD YOU 3E A PURCHASING AGENT? 
-SHOULD YOU BE A SALESMAN? 
SHOULD YOU BE A TRAFFIC MANAGER? 

SHOULD YOU GO INTC ADVERTISING? 

SHOULD YOU GO INTO BUSINESS FOR YOURSELF? 

SHOULD YOU GO INTO THE CONSTRUCTION BUSINESS? 

SHOULD YOU GO INTO FOOD RETAILING? 

SHOULD YOU GO INTO PERSONNEL WORK? ) 
SHOULD YOU GO INTO PUBLIC RELATIONS? 
SHOULD YOU GO INTO RETAILING? 

SHOULD YOU SEEK A CAREER IN LIFE INSURANCE? 

*N.EW YORK LIFE INSURANCE COMPANY 
Box 51, Madison Square Station 
New York. New York 10010 
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OCCUPATIONAL AWARENESS* 
Mini*Briefs 

Accountant 
Actuary 

Advertising Copy Writer 
Advertising Manager 
Announcer. Radio & TV 
Appraiser. General 
Automotive Parts Counterman 
Automobile Salesman 



Bank Officer 
Business Manager 
Business Proprietor 
Cashier 
Credit Analyst 
Dispatcher 
Display Man 

Economist 
' Florist 

Food Market Checker 

Funeral Director 

Illustrator 

Insurance Salesman 



Interior Designer 
Jeweler 

Marketing Analyst 
Model 

J^ewspaper Reporter 
Personnel Manager 
Public Relations Worker 
Purchasing Agent 
Real Estate Salesman 
Retail Salesman 
Wholesale Salesman 
Securities Salesman 
Service Station Attendant 
Shipping/Receiving Clerk 
Sign Painter . 
Stock Clerk . 
Technical Writer 
Traffic Manager 
Truck Driver, Heavy 
Truck Driver, Light 
V^arehouseman 



^Occupational Awareness 
Box 5098 

.Los Angeles, California 
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RICHARD ROSEN PRESS, INC.* 
Careers in Depth Series 



YOUR FUTURE IW ADVERTISING 
Jules B. Singer 

YOUR FUTURE AS AN AIRLINE STEWARDESS 
Patricia Rudolph 

YOUR FUTURE IN BANKING 
Ralph E. Boynton 

YOUR FUTURE JN YOUR OWN BUSINESS 
Elmer Winter ^ 

YOUR FUTURE IN THE CREDIT FIELD 
M.R. Neifield. Ph.D. 

YOUR FUTURE IN DIRECT SELLING 
- Foster E. Goodrich 

YOUR FUTURE IN FASHION DESIGN 
Members of the Fashion Group, Inc. 

YOUR FUTURE IN HOTEL MANAGEMENT 
Roger Sonnabend 

YOUR FUTURE IN INSURANCE 
Armand Sommer and Daniel P. Kedzie 

YOUR FUTURE IN JOBS ABROAD 
Elmer Winter 

' 'RICHARDS ROSEN PRESS, INC. 
29 E'. 21st Street 
New York. New York lOOlO 



YOUR FUTURE IN JOURNALISM 
Arville Schaleben 

YOUR FUTURE IN MARKETING ' 

Norman B. Orent , , . y.. ': , 

.-/i / ■' ■■ : ,,. 
YOUR FUTURE AS A MODEL ,; 

Gillis MacGil ' ' - -r 

YOUR FUTURE AS A PILOT 
Captain Kimball Scribner 

YOUR FUTURE IN PUBLIC RELATIONS 
Edward L, Bernays 

YOUR FUTURE IN REAL ESTATE 
Seymour Durst and Walter Stern 

YOUR FUTURE IN RETAILING 
George Scott 

YOUR FUTURE IN'TELEVISION 
J. Noel Deutscher 

YOUR FUTURE INTRAFFIC MANAGEMENT 
Robert Heine 

YOUR FUTURE IN THE TRUCKING INDUSTRY 
Gerald Eskow 

0 

YOUR FUTURE IN THE FASHION WORLD 
Members of the Fashion Group Inc. 
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SCIENCE RESEARCH ASSOCIATE^* 



Number 


Title 


62 


Actors and Actresses 


251 


Actuaries 


371 


Advertising.Account Executives 


361 


Advertising Copywriters 


63 


Advertising Workers 


120 


Airline Stewardesses ^ 


298 


Airline Traffic Agents & Clerks 


111 


Automobite Salesmen 


46 


BankjOfficers, 


11 * 


"Bank'Workers 


317 


Busboys 


284 


•Buyers 


383 


Caterers 


332 


Checkers, Food Store 


:352 


aerks. Sbipping ^ 


91 


Credit Collectors , 


» 94 


Credit Workers 


232 


Dealers, Farm Equipment 


116 


Department Store Salespeople 


^ 398 


Designers, Scene 


296 


Disc Jockeys 


40 


• Display Workers 


^ 378 


Doormen 


57 


Drivers, Long-Distance Truck & Bus 


325 


Employment Service Interviewers 


^ 142 


Fashion Designers 


233 


Rorists . 


117 


Food Store Wo'-kers 


353 


Fund Raisers 



Occupational Briefs 
(Grades 9-12) 

Number 



Title 



240 General Merchandise Salesclerks 

13 *^otel and Motel Workers 

313 Hotel Managers 

237 House-to-House Salespeople 
163 Import & Export Workers 

238 Insurance Adjusters 
118 Insurance Agents 

8 Interior Designer^ & Decorators 

98 Managers,. Theater . 

99 Managers, Traffic ^ 

114 Manufacturers' & Wholesalers' Salesmen 

210 Market Research Workers 

167 Models ^ ^ 

257 Motion Pictuce Producers & Directors 

134 Personnel Workers 

97 Purchasing Agents 

280 Radio & Television Announcers 

347 Radio & Television Time Salesmen 

169 Real Estate Agents 

364 Real Estate Appraisers 

350 Restaurant Managers 

319 Retail Clothing Salespeople 

165 Salesmen, Securities 

372 Service Representatives for Utilities 

60 Service Station Woriters 

354 Stock Clerks 

100 Travel Agency Workers 
267 Waiters and Waitresses 
110 Warehouse Workers 



Job Family Series 



Jobs ?n Art ' 
Clerical Work 
Outdoor W5rk 
Performing Arts 



Publishing 
Selling 

Unusual Opportunities 



Mote! Manager 



Job Experience Kits 
Salesman 



Truck Driver 



^SCIENCE RESEARCH ASSOCIATES {SRA) 
259 East Erie Street 
Chi-caga Illinois 50611 

A2S 
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SCIENCE RESEARCH ASSOCIATES* 



Widening Occupational Roles Work Briefs 
(Grades 6-9) 



Number Title 

170 Adjusters. Insurance 

4 Advertising Account Executives 

5 • Advertising Copywriters 
9 Air Traffic Controllers 

12 Airline Dispatchers 

14 Airline Stewardesses 

X5 Airline Ticket Agents 

269 • Announcers, Radio and Television 

20 Apartment Building Managers 

• 275 Appraisers, Real Estate 
33 ^ Automobife" Salesmen 

35 Automotive Parts Salesmen 

37 Bank Clerks 

38 Bank Officers 

39 . Bank Tellers - ' 
47 Bookstore Clerks 

189 Bus Drivers. Local 

190 Bus Drivers, Long-Distance 
52 * Busboys 

310 Buyers, Store . 
• 55 . Cashiers^ • 

56 Caterers v 

65 City Planners 

70 Commercial Artists' 
5 Copywriters, Advertising ^ 

78 Credit Clerks 

79 Crfedit Collectors 

94 Disc Jockeys 

95 Display Workers 

100 Drugstore Clerks 

101 Drycleaning Workers 

103 Economists 

104 Editorial Assistants 
44 Editors, Book 

196 Editors, Magazine 

115 Executive Housekeepers 

118 Factory Inspectors 

119 Farm Equipment Dealers 

120 Fashion Designers 
128 Florists 

130 Food Store Workers 



Title 



Number 

145 Gift Shop Owners and Managers 

157 Hotel and Motel Managers 

158 Hotel and Motel Workers 
16B Industrial Relations Workers 

170 Insurance Adjusters 

171 Insurance Agents 

172 Insurance Clerks 
188 Literary Agents 

16 Managers, Airport 

20 Mahagers, Apartment Building 

64 Managers, City 

157 Managers, Hotel and Motel 

281 Managers, Restaurant 

311^ Managers, Store 

327 Managers, Traffic 

199 Market Research Interviewers 

213 Models 

257 * Product Demonstrators 

i 261 Proofreaders 

267 Public Relations Workers 

268 1 Purchasing Agents 

274 Real Estate Agents 

275 Real Estate Appraisers 
277 Recreation Workers 
280 Reporters 

283 Routemen 

30 Routemen, Automatic Vending 

286 Salesmen 

33 Salesmen, Automobile 

35 Salesmen, Automotive Parts 

197 Sajesmen, Manufacturers 

271 ^ Salesmen, Radio-TV Time 

90 Salespeople, Department Store 

159 Salespeople, House-to-House 

289 Salesmen, Secj;^ities 

291 Service Station Workers 

295 Shipping Qerks 

309 Stock Clerks 

318 Taxi Drivers 

328 Travel Agents 

191 Truck Drivers, Lor^Distance 
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132 Foremen 336 Waiters and Waitresses 

37 FuneTal Directors 136 Writers. Free-Lance 

139 Furriers 321 Wnters. Technical 

•SCIENCE RESEARCH ASSOCIATES (SRA) 
259 East Erie Street 
thicago. lUinois 60611 

U.S. Department of Labor* 

Employment Outlook for Advertismg. Marketing Research, and Public Relations Workers 
Employment Outlook for Automobile Service and Sales Occupations 
Employment Outlook for Hotel Occupations 
.Employment Outlook for Insurance Occupations 

Employment Outlook for Purchasing Agents and Industrial Trsffic Managers 
Employment Outlook for Real Estate Agents & Brokers 
Employment Outlook for Restaurant Occupations 

Employment OutlooK for Salesmen ar>d Saleswomen in RetaiUng. WholesaUng, and Manufacturing 
Employment Outlook for Securities Salesmen 
Employment Outlook for Salesmen in Wholesale Trade 



-U. S. DEPARTMENT OF LABOR 
Employment Ser\ice Division 
Washington. D. C. 

VOCATIONAL GUIDANCE MANUALS* 
Career Series 

OPPORTUNITIES IN BUSINESS PAPERS 
OPPORTUNITIES IN THE HOTEL AND MOTEL INDUSTRY 
OPPORTUNITIES IN JOURNALISM CAREERS 
OPPORTUNITIES IN LIFE INSURANCE SELLING 

OPPORTUNITIES IN MARKET RESEARCH » 

OPPORTUNITIES IN THE PETROLEUM INDUSTRY 

OPPORTUNITIES IN PUBLIC RELATIONS 
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0PP0RTUNIT5ES IN RADIO 

OPPORTUNITIES IN RECREATION AND OUTDOOR EDUCATION 
OPPORTUNITIES IN THE SECURITIES BUSINESS 
OPPORTUNITIES IN SELLING 
OPPORTUNITIES IN TECHNICAL WRITING 
OPPORTUNITIES iN TEXTILE CAREERS 
. OPPORTUNITIES IN TRAFFIC ENGINEERING 
OPPORTUNITIES IN TRAVEL CAREERS 

•VOCATIONAL GUIDANCE MANUALS 

235 East 45th Street 

New York. New York 10017 



Whai Job For Me Book Series 
Joe the Retail Salesman 
Judy the Waitress 
Ned tf-te Taxicab Driver 
Nick the Waiter 

Pete tne Service Station Attendant 

*WEBSTER-McGRAW-HILL 
6S0 Forrest Road, N.E. 
Atlanta, Georgia 30312 



WEBSTER-McGRAW-HlLL* 
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NAMES AND ADDRESSES OF SOURCES 



A.LM.S. Instructional Media Services, Inc. 

P.O. Box 1010 

Hollywood. California 90028 

American Advertising Federation 
1225 Connecticut Avenue, N.W. 
Washington. 0. C. 20036 

AfTL^ric^n Assoc^at >n of Advertising Agencies 

200 Park Avenue 

New York. New York 10017 

Anierican Bankers Association 
Ban/'r.g Education Committee 
90 Park Avenue 
New York. New York 10016 

The American Economic Foundation 

51 East 42nd Street 

New York, New York 10017 

American Express Company 
65 Broadway 

New York. New York 10006 

American Heritage Center 
Harding CoMege 
Searcy. Arkansas 72143 

American Hotel and Motel Association 

383 Seventh Avenue 

New York, New York 10019 

" American Management Association. Inc, 
- Film Department 
135 West 50th Street 
Ne-v Vor^. New York 10020 

American Petroleum insMute 
1271 Avenue of the Americas 
New York, New York 10020 

Amencan Transit Associatk)n 
815 Connecticx:* Avenue, NAV. 
Washington, D. C 20006 

r 

433 



American Vocational Association 
1510 H. St.. N.W. 
Washington. D. C. 20005 

Associated Business Publications 
205 East 42nd Street 
New York. New York 10003 

Association of American Railroads 
830 Transportation Building 
Washington.. D. C. 20006 

Association Instructional Materials 

600 Madison Avenue 

New York. New York 10022 

Association-Sterimg Films 

866 Third Ave nue 

New York, New York 1C622 

Bowmar, Inc. 
622 Rodier Drive 
Glendale, California 91201 

The Bureau of National Affairs. Inc 

BNA Films 

5615 Fishers Lane 

Rockvilie. Maryland 20852 

Business BooV Company 
159 Emerakj Green Court 
St. Louis, Missouri 63141 

Business Educaticr F?:ms 
5113 16th Avenue 
Brooklyn, New York 11204 

Career World. Inc. 
Curriculum Innovations, Inc. 
501 Lake Forest Avenue 
Highwood. Illinois 60040 

Careers Publkrations. Inc 
Largr Florida 33540 . — ^ 

CaroLisef Films* Inc. 
1501 Broadway Avenue 
New York, New York 10035 
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Chamber of Commerce 
Audio-Visual Services Department 
1615 H. Street. N.W. 
Washington. D, C 20006 

Charles Cahill and Associates. Inc. 

P.O. Box 1010 

Hollywood. California 90028 

Chronicle Guidance Publications. Inc. 
Moravia. New York 13118 

Classroom Film Distributors. Inc. 
5320 Hollywood Boulevard 
Hollywood. California 90028 

Classroom Productions. Inc. 

851 College Parkway at McGregor Boulevard 

Ft. Myers. Florida 33901 

Close Productions 

P.O. Box 2858 

163 San Carlos Boulevard 

Fort Myers Beach. Florida 33931 

Colonial Films. Inc. 
752 Spring Street. N.W. 
Atlanta. Georgia 30308 

Consumer Union film Library 
267 west 25th Street 
New York. New York 10001 

Coronet Instructional F "ts - 
CoroT>et Building 
65 East South Water Street 
, Chicago. Illinois 6064Q 

Educational Dimensions Corporation 
P.O. Box 488 

Great Neck. New York ,11022 

Educational Productions 
8328 Willow Way 
Raytown, Missouri 64133 

Encvx:topaedia Bntannkra Fum^. Inc. 
1500 Wilmett^=* Avenye ^ 
Wilnaette, Illinois 60OTI 



Eye Gate House, Inc. 
146-01 Archer Avenue 
Jamaica. New York 11435 

Fairchild Publications 

7 East 12th Street 

New York. New York 10003 

Farm Film Foundation 
1425 H. Street. N.W. 
Washington. D. C. 20005 

Federal Reserve Bank 

See your nearest Federal Reserve Bank 

Film Associates of California 
1x559 Santa Monica Boulevard 
Los Angeles, California 90025 

Filmstrip House. Inc. 
432 Park Avenue South 
New York, New York 10016 

Finney Company 
3350 Gorham Avenue 
Minneapolis, Minnesota 55426 

Fortune Films 

Time arKl-Life Bulla ing 

New Yo*k. Ncv^ Vort 10020 

General Motors Corporation 
Public Relations Staff 
Film Library 

General Motors Building 
Detroit. Michigan 48202 

Guidance Associates 
P.O. Box 5 

23 Washington Avenue 
Pleasantvilfe, Ne^York 10570 

Imperial Films, Inc. 

332 South Michigan Avenue 

Chicago, Illinois 60604 

^ Imperial Productions. Inc. 

I 247 West Court 

\ Kankakee, Illinois 60901 
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ndiana University 
iudio-Vi$ual Center 

roornmgton. Induina 47401 

ndustrial Vanagement Society 
0 Modern Ta'kmg Picture Service 
.60 East Grand Avenue 
:nicago. Ilhno'.s 60611 

nsurance Information institute 

LIO Williams Street 

Mew York. New York 10038 

Instructional Systems Associates 
P.O. Box 1379 
Wjchtta. Kansas 67201 

International Film Bureau 
332 South Michigan Avenue 
Chicago, Illinois 60604 

International Paper Campany 
22a East 42nd Street 
New York. New York 10017 

Investment Bankers Association of Amer«:a 
Education Depa'-tment 
425 Thirteenth Street, NAV. 
Vv'ashington. D. C 20004 

investrrvnt Ccmpany Institute n 
61 Brcadv-ay ^ 
New Vork. New Yor.-' iOOOo 

j, C. P-:?nne. C*o*^«panv. ^nc. 
Educat'or ai Re^atfons Department 
1301 A- enue of the Americas 
NeA York NrA York 10019 

Jc.nt CounC'f on Econorn^c ECi.cation 
1212 Awe'^ue the Americas 
New Yc^K, NeA- Vork 10035 

McG^a^^-H:n Book Company 
Text- Film DiviSfCn 
327 West 41st St/eet 
New Yc-H. Nev\ Vo'V 10'036 

V«erchandiser Film Productions 
419 Park Avenue South 
New York, New York 10015 



National Association of Manufacturers 

Film Bureau 

277 Park Avenue 

New York. New York 10017 

National Association of Retail Grocers 
360 North Michigan Avenue 
Chicago, Illinois 60601 

National Association of Wholesaler^Distributors 
1725 K Street, N.W. 
Washington, D. C. 20006 

National Consumer Fir^nce Association 
701 Solar Building 
Washington, D. C. 20036 

National Restaurant Association 

1530 North Lake Shore Drive ^ 

Chicago, Illinois 60610 j 

National Retail Merchants Association ^ 
Personnel Division 
100 West 31st Street 
New York, New York 10001 

National Security Traders Association 

0. T. C. Information Bureau 

342 Madison Avenue 

New York, New York 10017 

New York Ufe Insurance Com.pany 

51 Madison Avenue 

New York, New York 10010 

Ohio Distributive Education Materials Lab 
Ohio State University 
1SS5 Neil Avenue 
Columbus, Ohio 43210 

Pathescope Films, tnc. 

71 WeyTnan Avenue 

New Rochelle. New York 10802 

Reync'ds Metals Company 
P.O. Box 27003 
Ricnnrx)nd, Virginia 23216 

Roundtable FilrRS, Inc. 
3^1 South Beverly Drh/e 
Beverly Hills. California 90212 
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Science Research Associates, Inc. 
Industrial and Special Education Division 
259 Last Erie Street 
Chicago, Illinois 60611 

Sears Roebuck and Company 
Public Relations Department 
Chicago. Illinois 60611 

Society for Visual Education. Inc. 
1345 Dfversey Parkway' 
Chicago. in':nois 60614 ' 

South-western Publishing Company 
5101 V.adison Road 
Cincinnati. Ohio 45227 

(or contact the regional office 

serving your area) 

Stanton Films 

7934 Santa Monica Boulevard 
Los Angeles. California 90046 

Sterling-Movies. Inc. 
43 West 51 St Street 
New York, New York 10023 , 

Storyboard. Inc. . 

165 East 72nd Street 

Nev. York. New York 10021 

United States Bureau of the Census 
Department of Commerce 
vVashington. D. C 20233 

.M^ited States Department of Agriculture 
Office of Information 
Had.o ard Te'evision Services 
Washmgton. D. C. 20250 

United States Department of Commerce 
K >G^.ington, D. C 20402 

Urjted World Free Film Service 
5023 N, E. Sandy Boulevard 
f • -and, Oregon 97213 

diversity of California 
iixterrs^on Wedia Center 
2223 f uitcn Street 
Berkeley. California 94720 



University of Idaho 
Audio-Visual Center 
Moscow, Idaho 83843 

University of Michigan 
Television Center 

310 Maynard Street > - 

A.nn Arbor, Michigan 48108 

Up' yersity of Minnesota 
Audio-Visual Education Service 
29 VV^^sbrook Hall 
Ml ruieapolis, Minnesota 55455 

University of Southern California 
School of Performing Arts 
Film Distribution Center 
University Park 

Los Angeles, California 90007 

University of Texas at Austijn 
Instructional Materials Services 
Division of Extension 
Austin, Texas 78712 

University of Washington 
Audio-Visual Services 
Room 114, Lewis Hall 
Seattle. Washington 98107 

Visual Education, Inc. 
1425 H. Street, N.W. 
Washington, 0. C. 20005 

3 M Company 

Visual Products Dh/ision 

2501 Hudson Road 

St. Paul, Minnesota 55119 

Washington State University 
Audio-Visual Center 
Pullman, Washington 99163 

Webster Tv?cGr3w-H ill PijbUshir^ Co. "tpany 
World Headquarters 
330 We^ 42nd Street 
New York. New York 10036 
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